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The  Phase  II  Report  of  the  State  Office  Organization  Study  has  been 
completed  and  approved.   Copies  will  be  distributed  under  separate 
cover  and  with  approximately  the  same  distribution  as  for  the  Phase  I 
Report. 

This  report  was  prepared  to  assist  State  Directors  in  implementing 
the  new  State  Office  Organization.   It  contains  key  position 
descriptions  identical  to  those  transmitted  by  Instruction  Memorandum 
No.  71-111  of  April  16,  1971.   Detailed  functional  statements, 
standard  sub-structure,  and  standard  unit  names  are  also  included. 
Much  of  this  information,  in  somewhat  condensed  form,  will  be  issued 
as  Bureau  Manual  Section  1213.35  within  the  next  several  months. 

This  Phase  II  Report  is  intended  to  supplement . the  Phase  I  Report. 
The  two  reports  together  should  be  helpful  both  in  implementing  the 
revised  State  Office  Organization  and  for  orientation  of  present  and 
new  employees. 

If  a  few  additional  copies  are  needed  please  contact  the  Director  (540) 
If  ten  or  more  are  required,  we  suggest  your  office  reproduce  them. 
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Memorandum 

To:  Director 


Subject:   Phase  II  Report 

In  accordance  with  the  study  plan  for  the  State  Office 
Reorganization  Study,  the  Phase  II  Report  is  submitted 
for  your  information  and  approval. 


IN  REPLY  REFER  TO: 

1213.35(540) 

111 1 


Since  this  report  terminates  the  study  Task  Force,  I 
would  like  to  thank  all  Bureau  officials  and  staffs  for 
their  interest,  cooperation  and  advice.   In  particular,  I 
would  like  to  thank  all  of  the  Task  Force  members  for  their 
dedication,  unflagging  interest,  and  extended  efforts  in 
the  Study  (Phase  I)  and  the  subsequent  implementational 
assignment  (Phase  II). 
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FOREWORD 

After  the  Director's  approval  of  the  recommendations  contained 
in  the  State  Office  Reorganization  Study,  the  Task  Force  pro- 
ceeded with  Phase  II  of  the  study  plan.   This  phase  was  predicated 
on  the  need  to  develop  detailed  functional  statements  and  other 
expanded  guidance  materials  --  and  on  the  need  to  assist  indi- 
vidual State  Directors  in  working  through  the  conversion  of 
existing  organizations  to  the  approved  Model.   To  provide  the 
required  assistance,  Task  Force  members  visited  all  State  Offices 
except  for  Alaska. 

Basic  position  descriptions  have  been  prepared  for  most  of  the 
new  "key"  positions  to  assure  coordination  between  positions  and 
a  reasonable  degree  of  uniformity  in  all  states.   A  pattern  of 
standard  substructure,  with  a  degree  of  flexibility  through 
identified  alternatives,  has  also  been  included.   In  addition, 
approved  standard  names  for  these  subordinate  units  are  listed. 

The  functional  statements  contained  in  Part  III  were  prepared 
with  consideration  given  to  State  Office  and  Washington  Office 
comments.   These  statements  have  been  expanded  to  facilitate 
better  understanding  of  Division  roles  during  implementation  of 
the  organization.   In  this  respect,  parts  of  the  statements  should 
more  appropriately  be  included  in  position  descriptions.   The 
final  versions  will  be  less  "position  oriented"  when  issued  in 
the  1213.35  part  of  the  Bureau  Manual. 

A  revised  organization  chart  is  included  which  shows  the  Model 
State  Office  Organization  as  finally  approved.   This  model  concept 
provides  for  improved  Statewide  program  accomplishments  through 
increased  emphasis  on  teamwork  and  interdependence  in  achieving 
quality  results  on  a  Statewide  basis.   It  also  provides  for  more 
definitive  program  planning,  systems  coordination  and  organi- 
zational flexibility  in  meeting  new  and  growing  demands  placed 
on  the  Bureau,  such  as  those  resulting  from  increased  concern 
with  the  environment.   Another  important  consideration  of  the 
model  concept,  based  upon  systems  alignment,  is  that  added 
responsibilities  and  manpower  can  be  accommodated  within  the 
structure  with  very  little  or  no  alteration.   Through  full 
implementation  of  the  Model,  these  and  other  benefits  can  be 
obtained. 

During  the  Phase  II  assistance  efforts,  team  members  found  that 
State  Office  personnel  generally  had  not  reviewed  the  Phase  I 
study  in  depth  and  were  not  overly  familiar  with  concepts  set 
forth.   In  many  instances,  questions  and  ensuing  discussion 
would  not  have  been  required  if  a  more  thorough  review  of  the 
study  had  been  made.   To  insure  successful  implementation  and 
rapid  development  of  effective  coordination  between  divisions, 
it  is  strongly  recommended  that  all  State  Office  personnel, 
especially  those  assigned  a  different  role  in  the  new  organi- 
zation, carefully  review  the  Phase  I  study. 


I.   APPROVAL  MEMORANDUM  OF  STATE  OFFICE  REORGANIZATION 


UNITED  STATES 

DEPARTMENT  OP  THE    INTERIOR 

BUREAU   OF   LAND    MANAGEMENT 

Washington,  DC.     20240 

September   1,    19  70 


IN  RL  PLY    RE  I   tR   TO 


1213„35(540) 


Instruction  Memorandum  No.    70-  290 
Expires    12/31/70 


To: 


All   Field    and  W.O.    Officials 


From: 


Director 


Subject:   State  Office  Organization  Study 

Review  of  the  findings  and  recommendations  of  Phase  I  of  the  State 
Office  Organization  Study  by  State  Directors  and  the  Washington 
Office  Staffs  has  been  completed.   All  of  the  comments  have  been 
reviewed  by  the  Directorate  and  a  decision  to  move  ahead  with 
Phase  II  of  the  study  has  been  made.   The  Directorate  has  approved 
the  major  recommendations  including  the  basic  organizational 
concepts  and  the  main  structural  components  proposed  in  the  Phase  I 
report  with  the  modifications  or  limitations  shown  below: 

1.  The  title  of  the  proposed  Division  of  Resource  Sciences  is 
approved  as  the  Division  of  Resources. 

2.  The  recommendation  to  establish  Associate  State  Directors  is 
approved  as  a  basic  concept  and  present  Assistant  State 
Directors  will  be  so  designated.   Pending  completion  of  Phase  II 
efforts,  other  states  that  have  determined  a  pressing  and 
immediate  need  for  this  position  may  submit  their  justifications 
to  this  office.   Approval  for  implementation  and  timing  for  this 
action  will  depend  upon  a  clear  showing  of  need  for  the  position, 
and  will  be  handled  on  an  individual  case  basis. 

3.  State  Office  Division  heads  will  be  titled  "Chief." 

4.  The  title  of  the  proposed  Planning  and  Programming  Coordination 
Staff  is  approved  as  the  Planning  Coordination  Staff,  headed 

by  a  "Chief." 


The  title  of  the  "Assistant  To"  is  changed  to  "Information 
Officer."  As  Chief  of  the  Information  &  Education  Staff,  he 
will  initially  be  responsible  for  the  complete  I&E  function 
except  for  the  "Public  Contact"  operation  of  the  Title  and 
Records  unit  --  which  may  either  be  assigned  to  I&E  or  retained 
with  "land  office"  activities. 


6.  No  major  task  force  study  of  the  engineering  function  is  planned 
for  the  immediate  future.   Sufficient  information  has  already 
been  assembled  to  permit  necessary  organization  or  role  changes 
to  be  developed  by  the  personnel  normally  responsible  for 
these  matters. 

7.  A  review  of  possible  limiting  statutory  authorities  affecting 
organizational  placement  of  "land  office"  activities  has  been 
made.   No  legally  authoritative  constraints  which  would  directly 
affect  the  recommended  State  Office  model  were  found.   Phase  II 
action  will  determine  changes  in  authorizations,  delegations, 
and  other  directives  required  to  implement  the  model.   State 
Directors  will  have  the  alternative  choice  of  establishing  the 
traditional  land  office  activities  as  a  separate  entity  under 
"Special  Organizational  Arrangements." 

8.  Land  appraisal,  including  appraisal  review  responsibilities 
will  be  placed  in  the  Technical  Services  Division.   The  title 
of  the  head  of  this  activity  will  be  "Chief  Appraiser." 

9.  Other  needed  modifications  may  become  apparent  during  Phase  II. 
If  so,  they  will  be  given  thorough  review  before  any  change 

is  approved. 

The  Division  of  Management  Research  has  developed  a  plan  to 
accomplish  Phase  II  of  the  study  and  will  be  responsible  for 
coordinating  the  effort  under  this  plan.   Phase  II  calls  for 
developing  comprehensive  functional  or  role  statements;  defining 
relationships  between  organizational  components;  developing  guides 
for  State  Office  organization  structure  below  the  divisional  level; 
developing  key  position  descriptions;  and  the  development  of  an 
implementation  plan.   The  goal  will  be  to  complete  the  major  part 
of  this  Phase  II  effort  by  October  30,  which  means  that  action 
will  have  to  be  pressed  vigorously. 

The  results  of  Phase  II  will  be  reviewed  by  the  Directorate  prior 
to  any  widespread  implementation  of  the  revised  organization.   The 
proposals  for  partial  implementation,  which  were  included  with 
State  Office  Study  Report  comments  by  several  State  Directors,  or 
which  have  been  submitted  subsequent  to  the  Santa  Fe  presentation, 
will  be  considered  as  rapidly  as  the  Phase  II  detail  is  developed 
for  the  pertinent  parts  of  the  new  structure.   Additional  proposals 
of  this  nature,  prepared  and  transmitted  as  specified  in  BLM  1212, 
can  be  submitted  where  there  is  a  critical  need  to  act  without  delay, 
although  it  would  be  better  to  hold  up  on  this  until  Phase  II  is 
essentially  completed. 


Proposals  for  S.O.  organization  changes  which  were  submitted  prior 
to  the  Santa  Fe  presentation  (March  25,  1970)  are  generally  so 
inconsistent  with  the  new  Model  that  they  will  no  longer  be 
considered  as  active  proposals. 

It  is  important  to  keep  in  mind  that  the  concept  presented  in  the 
Phase  I  report  represents  a  long  range  organizational  model  that 
may  take  several  years  to  achieve  completely,  and  that  some 
additional  change  during  the  implementation  period  may  become 
necessary  or  desirable  to  keep  the  Bureau  properly  responsive  to 
external  direction.   It  must  also  be  clearly  recognized  that 
implementation  will  be  constrained  by  both  established  personnel 
ceilings  and  by  the  availability  of  individuals  with  the  experience 
and  training  required  to  adequately  fill  some  of  the  proposed 
positions. 


Copies  of  the  State  Office  Organization  Study  report  will  be 
distributed  to  state,  district,  and  service  center  offices  within 
the  next  few  days. 
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II.   APPROVED  STATE  OFFICE  ORGANIZATION  CHART 
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III.      FUNCTIONAL   STATEMENTS 


PLANNING  COORDINATION  STAFF 

1 .  General  Responsibility 

The  Planning  Coordination  Staff  serves  as  principal  staff  to 
the  State  Director  for  coordinating  and  directing  the  develop- 
ment of  long-range,  comprehensive  program  plans  for  the  public 
lands  and  related  resources.   It  provides  guidance  for  the  operation 
of  the  Bureau's  planning  system,  and  coordinates  the  development 
of  both  long-term  and  short-range  multi-year  (5  year)  programs; 
insures  overview  consideration  of  environmental  protection  and 
enhancement  by  all  activities;  cooperates  with  planning  staffs  of 
other  agencies  and  public  planning  and  programming  groups,  and 
provides  for  consideration  of  their  programs  in  Bureau  planning. 
It  also  evaluates  all  program  activities  for  consistency  with 
planning  and  program  goals,  objectives,  and  policies. 

2.  Program  Development 

A.  Coordinates  the  development  of  Statewide  long-range 
comprehensive  program  plans.   This  includes  long-range  program 
scheduling  by  general  categories  on  specific  geographic  areas. 

B.  Oversees  development,  implementation,  evaluation,  and  updating 
of  all  components  of  the  planning  system. 

C.  Assures  that  activity  plans  are  coordinated  with  decisions  made 
in  the  planning  system  and  in  long-range  program  plans. 


D.  Coordinates  development  of  multi-year  programs  including 
development  of  short-range  (5  year)  programs  which  are  based 

on  the  long-range  program  and  the  planning  system.   Coordination 
is  done  by: 

(1)  Obtaining  recommendations  from  all  organizational  units; 

(2)  Analyzing  short-range  proposals  for  conformance  with 
long-range  programs,  the  planning  systems,  and  program 
advices; 

(3)  Assuring  that  unanticipated  changes  affecting  BLM  plans 
and  programs  result  in  proper  adjustments; 

(4)  Coordinating  BLM  plans  and  programs  with  other  agencies 
and  River  Basin  plans. 

E.  Recommends  changes,  additions,  and  deletions  to  the  multi-year 
program  to  the  State  Director. 

F.  Provides  environmental  quality  overview.   Reviews  State  plans 
and  programs  to  determine  their  impact  on  environmental  quality, 
including  environmental  protection  and  enhancement. 

G.  Coordinates  special  analytical  studies  and  participates  in 
them  as  appropriate. 

H.   Coordinates  preparation  of  State  multi-year  program  advices. 


I.   Makes  recommendations  concerning,  and  assists  the  Division 
of  Management  Services  with  the  development  of  the  Annual 
Work  Plan  --  for  consistency  with  the  multi-year  plan,  the 
long-range  program  plan,  and  the  planning  system. 

J.   Participates  in  the  evaluation  of  AWP  accomplishment  to  assure 
proper  feedback  into  the  planning  and  programming  systems. 

3.  Public  Liaison. 

A.  Assists  Districts  with  public  participation  meetings  involving 
planning  decisions. 

B.  Coordinates  review  of  Bureau-prepared  "Environmental  Impact 
Statements"  by  the  public,  and  by  State  and  local  governments. 

C.  Assists  in  the  dissemination  of  information  on  Bureau  plans 
and  programs. 

D.  Represents  the  State  Director  at  some  inter-agency  and  public 
planning  meetings. 

4.  Technical  Development  and  Services. 

A.  Develops  State  supplemental  procedures  in  the  planning  and 
programming  systems  and  for  environmental  protection  and  enhance- 
ment . 

B.  Provides  expertise  on  the  BLM  planning  system  and  programming 
procedures  for  the  State. 


C.  Evaluates  operation  of  planning  and  programming  systems  and 
recommends  improvements. 

D.  Identifies  needs  and  recommends  updating  of  the  Bureau  planning 
and  programming  system  documents  and  directives  (1601-1612 

BLM  Manual ) . 

E.  Assists  in  the  development,  execution,  and  evaluation  of 
training  programs  for  planning,  programming,  and  environmental 
quality  protection  and  enhancement. 

5.  Administrative . 

A.  Participates  in  District  general  program  evaluations. 

B.  Recommends  employees  for  special  training  in  planning  or 
programming. 

6 .  Program  Operations. 

A.  Analyzes  external  factors  bearing  on  the  future  plans  and 
programs  for  the  public  lands  and  disseminates  analyses  to 
State  Director,  other  Divisions,  and  to  the  Districts. 

B.  Coordinates  and  provides  for  the  preparation  of  reports  and 
inputs  to  joint  planning  efforts,  impact  studies,  and  River 
Basin  studies.   Also  coordinates  the  review  of  externally- 
generated  "Environmental  Impact  Statements"  and  other  similar 
reports. 

8 


C.   Serves  as  principal  staff  contact  in  the  State  for  multi-year 

planning-programming  and  environmental  protection  and  enhancement 
procedures. 


PUBLIC  AFFAIRS  STAFF 

1.  General  Responsibility. 

A.  The  Public  Affairs  Staff  serves  as  principal  Staff 

to  the  State  Director  for  public  information  and  education 
programs  and  coordination  of  the  cooperative  relations 
program  in  the  State.   The  major  activities  assigned  to 
the  Public  Affairs  Staff  include: 

(1)  Public  information 

(2)  Service  to  the  public 

(3)  Public  education 

(4)  Cooperative  relations  coordination 

(5)  Advisory  Board  and  other  committee  management 

(6)  Johnny  Horizon  program  coordination 

(7)  Internal  Bureau  Alert  System  maintenance 

(8)  Public  participation 

B.  Provides  leadership  and  direction  in  the  conduct  of  these 
functions  as  they  operate  within  the  State  Office  and  as 
they  support  field  office  activities. 

C.  Coordinates  its  activities  and  work  so  that  all  information 
and  education,  and  cooperative  relations  programs  properly 
interface  with  other  programs  and  adequately  support  and 
supplement  Bureau  programs  at  all  levels 0 

2.  Program  Development. 

A.   Identifies  long-range  information,  education  and  cooperative 
relations  objectives,  goals,  and  policy  needs  for  the  State 
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in  conformity  with  Bureau  program  guidance  and  in  harmony 
with  other  State  programs.   Assists  the  Planning  Coordination 
Staff  in  incorporating  them  into  the  planning  process. 

B.   Provides  input  to  the  Planning  Coordination  Staff  for  multi- 
year  programs,  including  the  development  of  information  and 
education,  and  cooperative  relations  program  package  components, 

Co   Provides  input  to  the  AWP  Advices  to  District  Offices  on 

information  and  education,  and  cooperative  relations  program 
elements. 

D.  Reviews  and  evaluates  District  Office  AWP  submissions  to  insure 
that  information  and  education,  and  cooperative  relations 
program  considerations  have  been  included  and  that  they  are 
adequate.   Recommends  modifications  or  adjustments. 

E.  Provides  other  State  Office  and  District  Office  staffs  with 
assistance  in  planning  and  programming  for  information  and 
education,  and  cooperative  relations  activities. 

F.  Insures  that  information  and  education,  and  cooperative 
relations  program  development  activities  are  properly 
coordinated  with  other  State  Office  program  development 
activities. 

3.   Public  Liaison. 

A.   Serves  as  principal  staff  to  State  Director  for  public  contact. 
This  includes  carrying  on  public  information  and  education, 
special  services,  and  other  related  programs. 
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B.  Serves  as  principal  staff  to  the  State  Director  for  State  and 
District  Advisory  Board  and  other  advisory  committee  operations, 
This  includes  dissemination  of  appropriate  information  about 
pertinent  Bureau  programs  and  activities  to  Advisory  Board 
members. 

C.  Provides  over-all  leadership  and  staff  assistance  for  the 
State  cooperative  relations  program.  Works  closely  with 
other  staffs  to  improve  cooperative  relationships  and  advises 
the  State  Director  of  deficiencies  and  over-all  program  needs 
in  this  area. 

D.  Provides  staff  support  in  preparing  and  conducting  public 
participation  meetings. 

E.  Coordinates  the  State's  environmental  education  program 
designed  to  complement  Bureau  program  operations.   Develops 
and  maintains  working  relationships  with  public  media  and 
institutions  (libraries,  schools,  civic  associations,  service 
clubs,  universities,  etc.)  through  which  information  about  the 
Bureau  may  reach  the  general  public. 

F.  Coordinates  Bureau  activities  with  regard  to  the  Departmental 
"Johnny  Horizon"  program. 

4.   Technical  Development  and  Services. 

A.  Monitors  the  quality  and  acceptability  of  service  provided  to 
the  public  by  the  Bureau.   Makes  recommendations  regarding, 
or  takes  action  to  improve,  these  services. 
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B.  Provides  advice  and  assistance  to  other  State  Office  staffs 
regarding  the  impact,  appropriateness,  and  adequacy  of 
proposed  programs,  activities,  projects,  designs,  etc.  from 
an  information  and  education  or  public  relations  viewpoint. 

C.  Identifies  and  evaluates  needs  for  pamphlets,  leaflets, 
bulletins,  brochures,  form  letters,  maps,  and  other  printed 
materials  that  originate  within  the  State.  Develops,  when 
appropriate,  or  communicates  the  need  to  the  Washington  Office 
for  development  of  such  materials. 

D.  Participates  in  State  Office  evaluations  of  District  Offices 
to  review  the  adequacy  and  quality  of  public  information, 
education,  and  cooperative  relations  programs  at  the  field 
level.  Makes  suggestions  and  recommendations  for  improvement 
of  these  programs. 

E.  Identifies  needs  for  Bureauwide  information,  education, 
cooperative  relations,  and  related  programs  and  communicates 
these  to  the  Washington  Office. 

5.  Administration. 
(Reserved) 

6.  Program  Operations. 

A.  Operates,  for  the  State  Director,  the  Bureau's  internal 
environmental  "Early  Warning"  information  system. 

B.  Provides  service  and  information,  as  appropriate,  to  the 
public  for  matters  related  to  Bureau  programs  and  activities. 
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C.  Provides  staff  assistance  and  support  for  Advisory  Board  and 
other  advisory  committee  operations  and  activities. 

D.  Provides  reference  and  editorial  assistance  to  the  State 
Director  and  other  key  staff  officials  as  needed,  for  speech 
preparation.   Reviews  speeches,  press  releases,  etc.,  prepared 
by  other  staffs  to  insure  that  they  are  in  harmony  with  the 
over-all  Public  Affairs  program. 

E.  Carries  out  general  committee  management  responsibilities 
assigned  to  States  by  the  Washington  Office. 

F.  Coordinates  preparation  of  material  originated  within  the 
State  for  use  in  public  education  or  service  programs. 

G.  Oversees  operation  of  the  Departmental  "Johnny  Horizon"  program 
within  the  State.   Coordinates  Bureau  activities  with  States, 
other  Federal  and  local  agencies,  community  organizations,  and 
private  citizens  in  carrying  out  this  program.   Coordinates 

the  dissemination  of  "Johnny  Horizon"  program  materials  and 
publicity  for  the  Bureau. 

H.   Coordinates  the  Bureau's  "Improved  Service  to  the  Public" 
program  within  the  State. 

I.   Insures  that  public  information  and  education  publications  are 
stocked,  distributed  and  displayed  throughout  the  State. 
Reviews  or  arranges  for  review  of  all  publications  on  a 
periodic  basis  to  insure  that  they  are  current  and  adequate. 
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J.   Coordinates  the  use  of  Bureau  displays,  exhibits,  films, 
etc.,  within  the  State. 

K.   Prepares  replys  to  inquiries,  particularly  on  sensitive 
matters.   Prepares  form  letters  or  other  pre-packaged 
response  materials  in  instances  where  appropriate. 
Periodically  samples  correspondence  to  the  public  to  insure 
proper  tone  and  compatibility  with  the  State  Public  Affairs  program 
objectives. 

L.  Assists  field  offices  in  "crisis"  or  special  problem  type 
situations  to  insure  that  the  Bureau  position  is  properly 
developed  and  represented  and  that  it  is  responsive  to 
Bureau  and  public  needs„ 

M.   Maintains  liaison  with  public  news  media,  as  appropriate,  to 
provide  the  public  with  information  regarding  Bureau  programs 
and  operations.   Prepares  or  reviews  news  releases,  feature 
stories,  or  other  material  for  use  by  the  media. 

N.   Provides  professional  P  A  guidance,  counseling  and  training 
to  other  State  Office  and  to  District  Office  personnel. 
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DIVISION  OF  RESOURCES 

1 .   General  Responsibility. 

A.  The  Resources  Division  serves  as  principal  staff  to  the  State 
Director  for  resource  functions,  activities,  and  related 
ecological  matters.   It  is  responsible  for  maintaining  pro- 
fessional excellence  in  the  conduct  of  all  resource  programs 
in  the  State,  and  for  providing  integration  of  these  programs 
to  insure  optimum  multiple-use  land  management  with  full 
consideration  for  ecological  protection  requirements. 

B.  This  Division  is  responsible  for  providing  the  State  Director, 
District  Managers,  and  their  staff  personnel  with  professional 
guidance,  training,  counseling,  and  other  assistance  in  the 
resource  disciplines  involved  in  multiple-use  management.   These 
professional  resource  disciplines  include: 

(1)  Forestry 

(2)  Wildlife 

(3)  Range 

(4)  Watershed 

(5)  Recreation 

(6)  Lands 

(7)  Minerals 
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2.   Program  Development 

A.  This  Division  has  a  major  staff  responsibility  for  guiding 
the  development  of  proposed  District  resource  programs,  and 
for  reviewing  them  for  professional  quality  and  for  balance 
between  competing  resource  opportunities  within  planning  units. 

B.  Assists  Planning  Coordination  Staff  by  providing  the  following 
program  development  and  guidance: 

(1)  Develops  and  recommends  long-range  resource  goals, 
objectives,  and  policies  consistent  with  national  goals 
and  Bureau  policies.   Assists  in  incorporating  resource 
goals  and  objectives  into  the  planning  process. 

(2)  Participates  in  formulating  supply/demand  outlooks  and 
in  making  or  reviewing  input/output  analyses  and  in  the 
development  and  definition  of  output  measures. 

(3)  Develops,  in  conjunction  with  District  staffs,  proposed 
statewide  priorities  considering  input/output  measures 
in  relation  to  supply/demand  outlooks,  and  recommends 
assignment  of  priorities  among  districts. 

C.  Provides  resource  program  guidance  to  the  Division  of  Management 
Services  for  AWP  advices  to  districts  and  provides  necessary 
budget  data  and  other  required  information. 
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D.  Reviews  and  evaluates  district  AWP  submissions  to  insure  that 
all  significant  resource  and  ecological  considerations  have 
been  properly  included.   Recommends  modifications  or  adjustments. 

E.  Coordinates  with  Technical  Services,  Management  Services,  and 
District  Staffs  on  scheduling  of  project  development.   Coordinates 
as  necessary  to  insure  that  lands  and  minerals  case  actions  are 
consistent  with  Departmental,  Bureau,  and  state  resource 
management  objectives. 

Public  Liaison 

A.  Within  the  systems  guidance  provided  by  the  P  A  Staff,  establishes 
and  maintains  cooperative  relationships  with  user  groups,  advisory 
boards,  officials  of  State  and  local  governments,  and  with  other 
Federal  agencies  concerned  with  Bureau  resource  matters.   Works 
closely  with  other  S.O.  staffs  to  improve  external  relationships 
through  identification  of  problems  and  solutions. 

B.  Prepares  or  assists  in  preparing  responses  to  inquiries  con- 
cerning resource  programs  within  the  State. 

C.  Advises  and  may  assist  the  P  A  officer  in  development  and  timely 
dissemination  of  information  concerning  state  resource  programs, 
activities,  and  responsibilities. 

D.  May  represent  the  State  Director  at  meetings  of  business,  pro- 
fessional, governmental,  educational,  and  scientific  associations 
--  and  at  meetings  of  various  user  and  interest  groups. 
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4.   Technical  Development  and  Services 

A.  Provides  overall  guidance  and  development  of  local  adaptations 
necessary  for  achieving  acceptable  U.R.A. 's. 

B.  Contributes  professional  resource  judgments  in  management 
decision  processes. 

C.  Maintains  awareness  of  current  research  results  for  applicability 
to  Bureau  programs.   Recommends  changes  in  Bureau  Manual 
procedures  and  prepares  State  Office  supplements  as  needed. 

D.  Provides  technical  guidance  and  direction  to  the  districts 
to  insure  that  present  and  potential  resource  conflicts  are 
resolved  in  favor  of  the  combination  of  short  and  long-term 
uses  most  consistent  with  Bureau  resource  management  goals 
and  objectives. 

E.  Reviews  Management  Framework  Plans  to  insure  acceptable  quality 
and  adequacy. 

F.  Provides  technical  direction  and  assists  districts  as  needed 

in  the  formulation  of  individual  or  consolidated  and  coordinated 
activity  plans. 

G.  Coordinates  activity  plans  for  the  State  as  a  whole,  or  working 
with  staffs  of  other  States,  for  regional  areas  transcending 
State  boundaries. 
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H.   Insures  that  resource  technical  development  is  consistent  with 
ecological  and  environmental  protection  and  restoration  goals. 

I.   Keeps  abreast  of  advancements  in  resource  technology. 

J.   Recommends  new  research  to  strengthen  Bureau  programs. 

K.   Participates  in  professional  societies  and  inter-professional 
groups. 

L.   Participates  in  the  development  and  review  of  professional 
standards,  criteria  and  policy  for  Bureauwide  application. 

M.   Provides  leadership  in  planning  and  conducting  disease  and  pest 
control  programs. 

N.   Assists  Districts  on  resource  trespass  matters  and  coordinates 
actions  as  required  with  the  Division  of  Technical  Services. 

5.   Administrative. 

A.  Assists  District  Managers  in  evaluating  the  technical  proficiency 
of  their  resource  personnel.  Identifies  training  needs  and 
recommends  specific  training  objectives  to  be  met  and  methods 

of  achieving  them.    Assists  in  the  development  of  training 
courses  and  materials  and  in  the  conduct  of  in-house  and  other 
training  programs  as  appropriate. 

B.  Participates,  as  assigned,  in  functional  or  general  program 
evaluations  within  and  outside  the  State. 
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C.   Within  the  system  coordination  supplied  by  Management  Services, 
conducts  functional  evaluations  of  Districts  to  insure  that 
resource  problems  susceptible  to  technical  solution  are  being 
properly  identified  and  that  professional  principles  are  being 
correctly  applied. 

6.   Program  Operations. 

A.  Recommends  solution  to  problems  which  require  adjustments  in 
the  operating  budget. 

B.  Provides  continuous  resource  staff  assistance  and  support  to 
field  personnel. 
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DIVISION  OF  TECHNICAL  SERVICES 


1 .   General  Responsibility. 

A.   The  Division  of  Technical  Services  serves  as  principal  staff 
to  the  State  Director  for  technical  support  activities  in 
the  State  Office.   These  include  all  normal  operational  type 
technical  support  activities  as  well  as  developmental  and 
advisory  activities  for  some  of  these  functions.   The  major 
technical  support  activities  assigned  to  the  Division  are: 


(1 
(2 
(3 
(4 
(5 
(6 
(7 
(8 
(9 
(10 
(11 


Engineering  Design  and  Construction 

Cartography  and  other  Engineering  Services 

Cadastral  Survey  1/ 

Electronic  Communications 

Fire  Control 

Trespass  -  (General,  Lands,  Minerals,  Fire) 

Road,  Trail,  and  Structural  Improvement  Maintenance 

Access 

Land  and  Mineral  Appraisal 

Lands  and  Minerals  Operations 

Mineral  Examination  (when  centralized) 


B.   Provides  advise,  leadership,  technical  direction  and  service 
for  these  functions  as  they  operate  in  the  State  Office  and 
at  District  level. 


1_/  Cadastral  surveys  are  done  for  other  Federal  Agencies  and  Bureaus 
and  other  authorized  clients  as  well  as  to  support  BLM  programs. 
These  external  services  occasionally  may  be  higher  in  priority  than 
internal  Bureau  programs. 
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C.   Coordinates  its  activities  and  work  to  insure  that  adequate 
service  and  assistance  is  provided  to  State  and  District 
staffs  and  to  insure  that  these  services  properly  support 
and  supplement  programs  at  all  levels.   Other  Federal  Agency 
demands  for  cadastral  services  are  incorporated  in  activity 
and  work  plans  and  programs. 

2.   Program  Development. 

A.  Identifies  long-range  technical  services  needs,  objectives, 
goals  and  policies  for  the  State  in  conformity  with  Bureau 
program  guidance.   Assists  the  Planning  Coordination  Staff 
in  incorporating  them  into  the  planning  process. 

B.  Provides  input  to  the  Planning  Coordination  Staff  for  multi- 
year  programs,  including  the  development  of  technical  services 
program  components  and  packages. 

C.  Provides  input  to  the  Division  of  Management  Services  for  AWP 
advices  to  district  offices  for  technical  services  program 
elements  and  provides  necessary  budget  data  and  other  required 
information. 

D.  Reviews  and  evaluates  those  parts  of  district  office  AWP 
submissions  which  involve  technical  services  activities  and 
makes  recommendations  concerning  them. 

E.  Provides  the  other  State  Office  and  District  Office  staffs 
with  assistance  in  planning  and  programming  technical  service 
activities. 
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F.   Insures  that  technical  service  program  development  activities 
are  properly  identified  and  sequenced  with  other  State  Office 
program  development  activities.   Insures  technical  adequacy  of 
those  activities  with  which  the  Division  is  concerned. 

3.  Public  Liaison. 

A.  Within  the  systems  guidance  provided  by  the  P  «■  Staff, 
establishes  and  maintains  cooperative  relationships  with 
user  groups,  advisory  groups,  officials  of  State  and  local 
governments,  and  with  other  Federal  agencies  concerned  with 
Bureau  technical  support  matters.   Works  closely  with  other 
S.O.  staffs  to  improve  external  relationships  through 
identification  of  problems  and  solutions. 

B.  May  represent  the  State  Director  at  meetings  of  groups  related 

to  technical  services  activities.   These  may  include  professional, 
scientific,  technical  or  special  interest  groups  or  associations. 

C.  Advises  and  may  assist  the  Public  Affairs  Officer  in  development 
and  timely  dissemination  of  information  about  technical 
services  programs,  activities,  and  responsibilities. 

D.  Prepares,  or  assists  in  preparing,  responses  to  inquiries 
concerning  technical  services  programs  and  activities. 

4.  Technical  Development  and  Services. 

A.   Provides  guidance  and  technical  direction  for  development 

and  implementation  of  the  Bureau's  Technical  Services  programs. 
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B.  Prepares  supplemental  procedures  and  guidance  for  technical 
service  activities  when  needed. 

C.  Identifies  needs  for  Bureauwide  technical  program  improvements 
and  communicates  these  to  the  Service  Centers,  BIFC,  or  to  the 
Washington  Office. 

D.  Provides  advice,  assistance,  and  information  to  Service 
Centers  and  the  Washington  Office  in  response  to  inquiries 
or  needs  concerning  technical  service  activities. 

E.  Within  the  systems  guidance  provided  by  Management  Services, 
identifies  the  need  for  and  provides  for /or  arranges  for 
technical  services  related  training. 

F.  Develops  and  implements  internal  systems  to  make  the  Division 
responsive  to  needs  for  technical  services  in  the  State  and 
District  Offices. 

G.  Identifies  need  for  and  evaluates  proposals  for  study  and 
research  that  involve  disciplines  within  the  Division. 
Coordinates  with  other  Divisions  as  appropriate. 

H.   Arranges  to  use  the  technical  expertise  or  skills  in  the 

Service  Centers,  BIFC,  and  the  Washington  Office  to  complement 
those  in  the  Division. 
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I.   Within  the  systems  guidance  and  technical  direction  provided 
by  W.O.  and  BIFC,  plans  an  electronic  communications  system 
to  support  Bureau  operations  in  the  state  and  periodically 
reviews  and  updates  this  plan. 

J.   Based  on  information  from  other  Divisions,  districts,  Service 
Centers,  etc. ,  develops  coordinated  long-range  plans  to  provide 
for  structural  improvement  needs. 

K.   Plans  for  a  Cadastral  Survey  program  responsive  to  priority 
needs  for  BLM  and  for  authorized  external  clients  and 
periodically  up-dates  this  plan. 

L.   Coordinates  the  development  of  fire  prevention, presuppression  and 
suppression  plans  and  necessary  revisions. 

M.   Provides  technical  direction  and  coordinates  the  development 
of  transportation  system  construction  and  maintenance  plans 
and  programs. 

N.   Coordinates  the  development  and  operation  of  a  sign  program 
responsive  to  State  and  district  needs. 

0.   Coordinates  plan  development  for  general  trespass  control 
and  for  lands,  minerals,  and  fire  trespass  actions. 
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5.   Administrative. 

A.  Assists  District  Managers  in  evaluating  the  technical  proficiency 
of  their  technical  support  personnel.   Identifies  training 
needs  and  recommends  specific  training  objectives  to  be  met 

and  methods  of  achieving  them.   Assists  in  the  development  of 
training  courses  and  materials,  and  in  the  conduct  of  in-house 
and  other  training  programs  as  appropriate. 

B.  Recommends  employees  for  selection  for  special  training  in 
technical  services  functions. 

C.  Participates,  as  assigned,  in  general  program  evaluations 
within  and  outside  the  state. 

D.  Within  the  system  coordination  supplied  by  Management  Services, 
conducts  functional  evaluations  of  Districts  to  insure  that 
technical  support  problems  are  being  properly  identified  and 
that  professional  principles  are  being  correctly  applied. 

6.   Program  Operations. 

A.  Obtains  inputs  from  or  makes  inputs  to  technical  and  professional 
staffs  in  other  Divisions,  District  Offices,  Service  Centers, 
BIFC,  or  the  Washington  Office  in  the  process  of  evaluating 
improvement  project  location,  layout,  timing  and  design  criteria. 

B.  Assists  District  Offices  in  surveys  and  investigations  to 
collect  data  for  design  of  construction  projects. 
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C.  Develops  a  review  system,  which  may  involve  assistance  from 
Service  Centers,  to  assure  that  plans  and  specifications  for 
construction  projects  meet  established  standards. 

D.  Carries  on  a  Cartographic  program  that  is  responsive  to  State 
and  District  needs  and  that  is  properly  coordinated  with 
Bureauwide  cartographic  standards  and  programs. 

E.  Carries  out  a  program  of  cadastral  surveys  consistent  with 
staffing,  state  program  priorities,  and  the  needs  of  authorized 
external  clients. 

F.  Initiates  inspection  of  the  functional  operation  of  constructed 
improvements  and  related  facilities  to  determine  condition 

and  repair  and  maintenance  needs. 

G.  Carries  out  an  operational  lands,  minerals,  and  fire  trespass 
control  program. 

H.   Carries  out  operational  programs  relating  to  adjudication, 

examination,  and  appraisal.   Coordinates  these  lands  and  minerals 
operational  programs  with  District  programs,  lands  and  minerals 
staff  guidance  of  the  Division  of  Resources,  and  the  land 
programs  of  other  Federal  agencies. 

I.   Maintains  and  improves  a  state  electronic  communications 

system  within  approved  plans  and  standards.   Coordinates  this 
with  district,  State  Office,  and  BIFC  needs. 
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J.   Carries  out  or  provides  for  investigations,  appraisals, 

evaluations,  and  reports  to  accurately  describe  conditions, 
problems,  and  situations  involving  activities  which  are 
concerns  of  the  Division. 

K.   Within  existing  delegations,  directs  and  controls  design  of 
construction  projects  and  the  preparation  of  plans  and 
specifications  for  construction  of  specific  projects. 

L.   Provides  assistance  to  district  offices  and  to  other  States 
through  BIFC  in  the  suppression  of  fires. 

M.   Provides  for  evaluation  of  heavy  equipment  needs  and  furnishes 
special  requirements  for  inclusion  in  purchase  specifications. 

N.   Provides  timely  information  to  Service  Centers,  BIFC,  and 
Washington  Office  concerning  technical  support  needs  of  the 
state  from  those  staffs  to  permit  proper  scheduling  of  efforts 
in  the  AWP's  of  those  offices. 
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DIVISION  OF  MANAGEMENT  SERVICES 


1.   General  Responsibility. 

A.   The  Division  of  Management  Services  serves  as  principal  staff 
to  the  State  Director  for  all  administrative  and  non-technical 
support  services  throughout  the  State  Office.   The  major  and 
more  significant  management  services  activities  are: 


(1 
(2 
(3 
(4 
(5 
(6 
(7 
(8 
(9 
(10 

(11 
(12 
(13 
(14 
(15 
(16 


Personnel  Administration 

Personnel  Management 

Incentive  Awards 

Operating  Budget  Analysis  and  Coordination 

Procurement 

Property  Management 

Evaluation  System  Management 

Organization  Planning  and  Control 

Management  Systems  and  Procedures  Improvement 

Records  and  Data  Management 

Land  Status  Records 

Safety 

Training 

Payroll  and  Accounts 

Office  Services 

Equal  Employment  Opportunity 


B.   The  Division  provides  leadership  and  direction  for  the  conduct 
of  these  programs  as  they  are  applied  by  the  district  offices. 
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2.   Program  Development. 

A.  Identifies  long-range  management  services  policy,  objectives, 
and  goals  for  the  state  in  conformity  with  those  of  the  Bureau. 
Assists  the  Planning  Coordination  Staff  in  incorporating  them 
into  the  planning  systems. 

B.  Anticipates  need  and  plans  for  organization  changes  and 
staffing  patterns  based  on  changing  emphasis  of  resource 
management  programs,  program  guidance  and  state  office  policy. 
Recommends  organization  and  staffing  needs  to  stay  abreast  of 
the  developing  program. 

C.  Provides  input  to  the  Planning  Coordination  Staff  for  the  multi- 
year  program  including  program  packages  in  the  area  of  manage- 
ment services  (Items  1  through  16  above) . 

D.  Coordinates  the  preparation  of  AWP  directives  to  district 
offices  within  the  framework  of  Bureau  directives.   Produces 
and  distributes  these  directives,  and  takes  necessary  follow-up 
action  to  assure  compliance  with  planning  schedules. 

E.  Coordinates  and  prepares  justification  material  for  current  and 
budget  year  work  planning  components. 

F.  Coordinates  the  review  and  evaluation  of  district  and  state 
AWP  submissions,  makes  recommendations  to  the  State  Director 
concerning  them  and  is  responsible  for  the  mechanics  and 
development  of  submission  of  the  State  AWP  package  to  the  WO 
and  Service  Centers. 
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3.  Public  Liaison. 

A.  Within  the  systems  guidance  provided  by  the  p  A  Staff, 
establishes  and  maintains  cooperative  relationships  with 
numerous  private  and  governmental  groups  related  to  on-going 
business  management  matters  of  the  Bureau.   Works  closely 
with  other  S.O.  staffs  to  improve  external  relationships 
through  the  identification  of  problems  and  sound  solutions 
to  them, 

B.  Prepares,  or  assists  in  preparing,  responses  to  inquiries 
concerning  management  services  programs  within  the  state. 

C.  May  represent  the  State  Director  at  meetings  of  business, 
professional,  government  and  other  organizations. 

D.  Advises  and  may  assist  the  Public  Affairs  Staff  in 
development  and  timely  dissemination  of  information  about 
management  services  activities  and  responsibilities. 

4.  Technical  Development  and  Services. 

A.  Interprets  and  directs  the  implementation  of  the  Bureau's 
management  services  programs.   Adapts  generalized  Bureau- 
wide  administrative  systems  to  state  needs  for  such  systems  as 
personnel  management  and  administration,  procurement,  property 
management,  incentive  awards,  etc. 

B.  Prepares  supplemental  procedures  for  management  services 
activities  to  meet  varying  state  needs. 
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C.  Within  approved  standards  and  guidelines,  develops  state 
evaluation,  training,  and  safety  management  systems  and 
general  operating  procedures. 

D.  Identifies  needs  for  modifications  in  Bureau  systems  or 
procedures  and  may  recommend  new  systems  requirements  to  the 
Washington  Office  or  Service  Centers. 

E.  Provides  advice,  assistance,  and  information  to  Service  Centers 
and  the  Washington  Office  in  response  to  inquiries  or  needs 
concerning  management  services  programs. 

F.  Identifies  the  need  for  and  provides  or  arranges  for  manage- 
ment services  training  programs. 

G.  Advises  and  assists  in  the  development  of  data  processing 
applications  and  in  securing  necessary  programmer  and  computer 
services. 

5.   Administrative . 

A.  Evaluates  and  makes  recommendations  on  organizational  structure, 
geographic  responsibilities,  functions,  work  flow,  and  other 
management  improvements  within  the  state  and  district  offices. 
Prepares  justifications  to  the  Washington  Office  when  approval 
from  higher  authority  is  required. 

B.  Assesses  district  office  -  state  office  relationships  and 
apprises  the  state  director  where  improvements  are  needed. 
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C.   Identifies  the  need  for  internal  management  committees,  based 
on  accepted  administrative  criteria,  and  establishes  or 
recommends  the  establishment  of  such  committees. 

6.   Program  Operations. 

A.  Coordinates  management  services  functions  with  other 
organizational  elements  of  the  state  office  to  assure  program 
compatibility. 

B.  Provides  guidance  and  technical  direction  to  district 
administrative  management  staffs. 

C.  Coordinates  review  and  approval  of  district  work  plans  with 
respect  to  continuity  of  effort  and  responsiveness  to  program 
direction. 

D.  Monitors  the  operating  budget,  analyzes  management  reports,  and 
insures  that  other  divisions,  district  offices,  and  the  State 
Director  are  kept  informed  of  status  and  program  accomplishment. 

E.  Coordinates  changes  to  AWP  and  operating  budget  with  all 
concerned  staffs  and  districts. 

F.  Operates  the  land  office  serial  case  file  system,  including 
control  of  cash,  applications  and  other  documents  submitted 

for  B1M  consideration.   Returns  defective  filings,  and  prepares 
statistical  reports  on  case  workloads. 
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G.   Operates  the  land  status  and  records  system,  including  posting 
actions  affecting  status,  searching  and  studying  records  to 
provide  status  information  and  other  data  and  assisting  others 
in  using  and  understanding  the  records. 

H.   Maintains  the  official  cadastral  survey  records„ 

I.   Maintains  reference  material  concerning  laws,  regulations  and 
procedures  affecting  public  lands  and  resources  for  use  of 
employees  and  public. 

J.   Provides  record  copying  and  reproduction  services. 

K.  Monitors  operations  of  the  Bureau  Records  Management  System 
in  the  state  to  assure  maximum  effectiveness  and  control  in 
RMS  and  all  other  forms  of  paperwork  management. 

L„   Provides  leadership,  guidance  and  assistance  in  the  operation 
and  evaluation  of  the  personnel  management  and  personnel 
administration  programs. 

M.   Implements,  coordinates,  and  monitors  a  Safety  Management 
system  to  locate,  define,  and  eliminate  operational 
deficiencies  which  are  reflected  by  inadequate  control  of  the 
hazards  normal  to  operational  pursuits  and  associated  with 
the  visitor  environment. 

N.   Provides  leadership,  guidance  and  assistance  in  the  operation 
and  evaluation  of  the  procurement  and  property  management 
programs . 
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0.  Maintains  current  awareness  of  data  storage  and  flow  for  the 
purpose  of  providing  data  information  as  needed. 

P.   Manages  the  evaluation  system  for  the  state  and  participates 
in  the  evaluation  of  state  and  district  operations  to  insure 
compliance  with  Bureau  standards  and  procedures  and  to  test 
their  adequacy. 

Q.   Operates  and  promotes  the  Incentive  Awards  Program  for  the 
State,  including,  within  delegated  authority,  appropriate 
action  on  employee  suggestions,  special  achievement  and  quality 
awards,  and  the  preparation  of  honor  awards  as  prescribed  in 
370  DM  451. 
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IV.   STANDARD  SUB -STRUCTURES  AND  UNIT  NAMES 


STANDARD  SUB-STRUCTURES  AND  UNIT  NAMES 

The  following  narrative  and  charts  show  approved  uniform  State  Office 
sub-structures  and  their  titling  after  considerable  analysis  and  review 
by  major  Bureau  offices  and  staffs. 

This  standardization  should  alleviate  some  present  inter-office  and 
public  communication  and  relationship  problems.   It  should  also  facilitate 
personnel  management  in  transfers  of  personnel  between  state  offices,  and 
provide  a  standard  "base"  for  general  program  and  functional  evaluations 
and  inter-state  comparability  as  to  staffing,  organizational  needs  and 
changes. 

I.   Public  Affairs  --  in  lieu  of  Information  &  Education 

This  is  to  be  a  staff  office  headed  by  a  Public  Affairs  Officer. 

II.   Planning  Coordination  Staff.   No  standard  names  for  subordinate  units 
are  being  established. 

III.   Resources.   The  standard  arrangement  in  the  Resources  Division  will 
be  staff  positions  (one  or  more)  identified  with  individual  resource 
functions  --  or  in  some  cases  with  several  functions,  such  as  "Range 
and  Wildlife."   Oregon  is  an  exception  and  will  have  branches. 

IV.   Management  Services. 

Standard  names  for  Branches  and  Staffs  are: 

1.  Branch  of  Administrative  Management 

2.  Branch  of  Records  &  Data  Management 

3.  Branch  of  Personnel  Management 

4.  Safety  &  Training  Officer  (Staff) 

In  most  states,  there  will  be  little  necessity  for  a  separate 
Personnel  Management  Branch  at  this  time.   Personnel  Management 
duties  should  be  assigned  instead  to  Administrative  Management. 

V.   Technical  Services. 

Standard  names  for  Branches  are: 

1.  Branch  of  Engineering 

2.  Branch  of  Cadastral  Survey 

3.  Branch  of  Lands  Operations 

4.  Branch  of  Minerals  Operations 

--or,  where  Lands  and  Minerals  are  combined  in  a  single  unit: 

5.  Branch  of  Lands  6c  Minerals  Operations 

6.  Branch  of  Protection 

Standard  staff  names  are: 

1.  Protection  Staff  (where  branch  status  is  not  justified) 

2.  Appraisal  Staff 

3.  Communications  Staff 

4.  Safety  (where  staffed  with  a  Safety  Engineer,  only) 
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DIVISION    OF    RESOURCES* 


Forestry 

Lands 

Minerals 

Range 

Recreation 

Watershed 

Wildlife 


*  Individual  functional  staffs  in  all  States  except  Oregon 


DIVISION  OF 
MANAGEMENT  SERVICES 


BRANCH   OF 
ADMINISTRATIVE  MANAGEMENT 


SAFETY  &   TRAINING 


BRANCH    OF    RECORDS  & 
DATA  MANAGEMENT 


Note:    A  Branch  of  Personnel  may  be  approved  when  a  State's  program  and  manpower  justifies  it 
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V.   BASIC  POSITION  DESCRIPTIONS 


Optional  Form  8 

July  1959 

U.S.  CIVIL  SERVICE  COMMISSION 

FPM  Ch.  295 

5008-104 

POSITION  DESCRIPTION 


CLASSIFICATION  ACTION 


1.  Check  one: 

Depfl  □      Field  KJ 


2.  Official  headquarters: 


3.  Reason  for  submission: 

(a)  If  this  position  replaces  another  (1.  e,  a  change  of  duties 
In  an  existing  position),  Identify  such  position  by  title, 
allocation  (service,  series,  grade),  and  position  number 


(b)   Other  (specify) 


New 


4.  Agency  position  No. 


5.  C.  S.  C.  certification  No. 


6.  Date  of  certification 


7.  Date  received  from  C.  S.  C. 


ALLOCATION  BY 


a.  Civil  Service  Commission 


CLASS  TITLE  OF  POSITION 


Service 


Series 


Grade 


b.  Department,    agency,    or 
establishment 


c.  Bureau 


Associate  State  Director 


GS 


340 


14 


d.  Field  office 


e.  Recommended   by  initiat- 
ing office 


9.  Organizational  title  of  position  (if  any) 


10.  Name  of  employee  (//  vacancy,  ipecify  V-l,  t,  S,  or  4) 


11.  Department,  agency,  or  establishment 

Department  of  the  Interior 


a.  First  subdivision 

Bureau   of  Land  Management 


b.  Second  subdivision 

(State  Office) 


12.  This  is  a  complete  and  accurate  description  of  the  duties  and  responsibilities  of 
my  position 


(Signature  of  employee) 


(Date) 


14.  Certification  by  head  of  bureau,  dlTlsion,  field  office,  or  designated  representative 


(Signature) 


(Date) 


Title: 


c.  Third  subdivision 

Office  of  the  State  Director 


d.  Fourth  subdivision 


e.  Fifth  subdivision 


13.  This  is  a  complete  and  accurate  description  of  the  duties  and  reaponsibilltiea  of  this 
position 


(Signature  of  immediate  supervisor) 


(Date) 


Title: 


15.  Certification  by  department,  agency,  or  establishment 


(Signature) 


(Date) 


Title: 


16.  Description  of  duties  and  responsibilities 

I .  Duties  and  Responsibilities: 

Incumbent  of  this  position  serves  as  a  full  assistant  to  the  State  Director, 
occupying  the  number  two  position  in  the  State,  in  the  direct  supervisory  chain. 
Incumbent  shares  responsibility  for  and  participates  in  a  coordinate  capacity  in 
all  technical  and  administrative  functions  and  in  management  of  all  BLM  activities 
in  the  State.   This  includes  development  and  coordination  of  programs  and  policies, 
maintenance  of  good  public  relations,  and  making  independent  decisions  within 
the  scope  of  broad  BLM  policies.   In  the  absence  of  the  State  Director,  assumes 
the  full  responsibility  of  that  position  (See  the  attached  position  description  of 
the  State  Director  for  specific  information  regarding  the  duties,  responsibilities, 
and  functions  of  this  position). 

II.  Supervisory  Controls: 

Incumbent  works  under  the  general  administrative  direction  of  the  State  Director. 
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If  more  space  is  required,   use  the  other  side  and  additional  pages  size  8  x  10'  2 


GPO :  1964— 0-722-797 


Cntlonnl  Form  8 

July  ius9 

U.S.  CIVIL  SERVICE  COMMISSION 

I'l-M   Ch.  295 

.'OUB-104 

POSITION  DESCRIPTION 


CLASSIFICATION  ACTION 


1.  Chock  one: 

Dcpfl  D      Field  Q 


2.  Official  headquarters: 


3.  Reason  for  submission: 

(a)  If  this  position  replaces  another  (I.  c,  a  change  of  duties 
In  an  existing  position),  Identify  such  position  by  title, 
blltntitli.il  (sur\lcc,  series,  grade),  aud  position  number 


(b)   Other  (specify) 


4.  Agency  position  No. 


5.  C.  8.  C.  certification  No. 


6.  Date  of  certification 


7.  Date  received  from  C.  8.  O. 


ALLOCATION  BY 


a.  Civil  Service  Commission 


b.  Department,    agency,     or 
establishment 


c.  Bureau 


d.  Field  office 


e.  Recommended   by   initiat- 
ing office 


CUSS  TITLE  OT  POSITION 


Public  Information  Officer 


CLASS 


Service 


GS 


Series 


1081 


Grade 


13 


9.  Organizational  title  of  position  (if  any) 


10.  Name  of  employee  (If  vacancy,  ipecify  V-l,  t,  S,  or  .<) 


11.  Department,  agency,  or  aatabllibmaat 


a.  First  subdivision 


b.  Second  subdivision 


12.  This  is  a  complete  and  accurate  description  of  tfca  duties  and  responsibilities  of 
my  position 


(Signature  of  employee) 


(Date) 


14.  Certification  by  head  of  bureau,  division,  field  otic*,  or  designated  representative 


(Signature) 


(Date) 


Title: 


c.  Third  subdivision 


d.  Fourth  subdivision 


e.  Fifth  subdivision 


13.  This  is  o  complete  and  accurate  description  of  the  duties  aad  responsibilities  of  this 
position 


(Signature  of  immediate  supervisor) 


(Date) 


Title: 


15.  Certification  by  department,  agency,  or  establishment 


(Signature) 


(Date) 


Title: 


10.  Description  of  dvUea  aad  reapouiMUtiM 

I.   Introduction: 

The  objectives,  functions  and  organization  of  the  Bureau  are  detailed  in 
Part  135  of  the  Departmental  Manual  and  Sections  1213  and  1214  of  the  Bureau  Manual. 
Specific  functions  of  the  Public  Affairs  Staff  are  found  in  Sections  1213  and  1120 
of  the  Bureau  Manual.  A  description  of  the  scope  and  type  of  management  program 
carried  on  in  the  State  can  be  found  in  Bureau  and  State  program  and  planning 
documents  and  reports  . 

II.   Duties: 


Subject  to  general  direction  and  review  of  the  State  Director  with  respect 
to  basic  policies,  program  objectives  and  accomplishments,  the  Public  Affairs  Officer 
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is  responsible  for  coordinating  and  supervising  the  activities  of  the 
Public  Affairs  Staff  in  the  State  Office.  This  includes  carrying  on 
developmental  and  advisory  activities  for  the  functions  and  providing 
for  coordination  of  the  activities  with  other  staff  functions  in  the 
State  Office.  Bears  principal  responsibility  for  providing  advice, 
leadership,  technical  direction  and  service  for  the  functions  as  they 
operate  in  the  State  Office  and  as  they  support  field  activities. 

In  doing  so  serves  as  the  principal  staff  specialist  to  the  State  Director 
for  all  public  affairs  activities.  Manages  the  functions  of  the  staff 
to  insure  that  professional  public  information,  education,  interpretive 
services  and  related  public-oriented  programs  properly  support  and  inter- 
face with  other  State  activities.  The  public  affairs  program  includes 
coordinating  the  State's  cooperative  relations  activities;  advisory  board 
and  other  committee  management  programs;  Johnny  Horizon  programs;  public 
participation  activities;  and  maintaining  the  Bureau's  internal  alert 
system. 

Responsible  for  planning,  executing,  and  evaluating  a  well  balanced 
public  affairs  program  which  includes  activities  which  promote  proper 
consideration  of  the  varied  and  frequently  complex  interrelationships 
between  BLM  and  public  and  private  groups,  agencies,  and  individuals. 
Develops  programs  which  will  provide  a  broad  base  of  public  knowledge 
and  understanding  of  Bureau  programs,  policies,  and  activities.   Insures 
proper  timing  and  scheduling  of  public  affairs  activities  to  provide  for 
maximum  support  of  Bureau  programs.        ' 

Identifies  long-range  information,  education,  public  service,  and  cooperative 
relations,  objectives,  goals,  and  policy  needs  for  the  State  and  insures 
that  these  are  adequately  considered  in  the  program  development  process. 
Insures  that  other  state  and  district  staffs  are  provided  with  profes- 
sional guidance,  counseling,  training,  and  other  assistance  in  the  public 
affairs  area. 

Keeps  contact  with  key  conservation  and  related  organizations,  other 
agencies,  and  individuals,  either  through  other  State  staffs  or  directly, 
to  insure  that  a  proper  liaison  is  maintained  between  the  public  sector 
and  the  Bureau.  Represents  the  State  Director  at  various  meetings, 
conventions,  and  in  contacts  with  key  individuals  and  the  news  media. 
Is  directly  responsible  for  informing  all  user  and  conservation  groups, 
.civic  organizations,  other  governmental  agencies,  and  the  general  public, 
through  established  news  media,  of  the  progress  of  Bureau  programs  and 
activities. 

Conveys  community  reactions  and  user  group  thinking  back  to  the  Bureau. 
Guages  reaction  to  Bureau  programs,  projects,  and  activities  during 
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planning,  development,  and  operation  to  insure  that  communications  between 
the  public  sector  and  the  Bureau  is  adequate.   Brings  professional  judgment 
to  public  reaction  and  evaluates  its  meaning  in  terms  of  Bureau  activities 
and  policies. 

Advises  the  State  Director  and  others  at  the  State  and  district  levels 
of  the  probable  public  reaction  to  specific  proposals,  policies,  or 
actions.  Anticipates  the  views  of  organized  groups  and  advises  as  to 
how  the  government's  position  on  controversial  or  sensitive  issues  should 
be  presented.  Operates,  for  the  State  Director,  the  Bureau's  internal 
environmental  "early  warning"  information  system. 

Serves  as  principal  staff  to  the  State  Director  for  State  and  District 
Advisory  Board  and  other  advisory  committee  operations  .  Provides  overall 
leadership  and  staff  assistance  for  the  State  Cooperative  Relations  Program 
and  public  participation  meetings.   Analyzes  legislation  and  advises  the 
State  Director  and  the  staff  on  impacts  of  proposed  legislation. 

Identifies  needs  for  local,  state-wide  or  Bureauwide  information,  education, 
cooperative  relations,  and  related  program  material  or  direction  and  insures 
that  these  are  met  or  communicated  to  the  Washington  Office.   Strives 
to  constantly  improve  the  clarity  and  overall  quality  of  Bureau  correspondence 
and  verbal  communications  with  the  public. 

Prepares  or  supervises  the  preparation  of  press  and  informational  releases 
for  distribution  to  news  media  and  to  the  public.  This  includes  supervising 
the  preparation  and/or  editing  of  articles  or  feature  items  on  both  technical 
and  non-technical  subjects  for  publication.   Responsible  for  overall 
planning  and  leadership  in  developing  and  executing  special  projects  within 
the  State  to  meet  particular  public  information,  education,  and  cooperative 
relations  needs,  including  arrangements  for  exhibits,  speakers,  showing 
of  films,  show  me  trips,  clean  up  projects,  anti-litter  campaigns,  conserv- 
ation education  programs,  etc. 

Supervises  the  operation  of  the  public  room  function  in  the  State  Office  to 
insure  that  proper  verbal  and  written  information  regarding  public  land  laws 
and  land  status  and  their  interpretation  is  given.   Responsible  for  developing, 
implementing,  and  maintaining  a  public  contact  program  which  meets  the  needs 
of  the  public  regarding  the  use  of  land  title,  use  and  cadastral  survey 
records  maintained  by  the  Division  of  Management  Services. 

Appraises  on  a  continuing  basis,  trends  in  public  interest  and  public  contact 
operations  to  determine  deficiencies  and  to  initiate  changes  in  procedures, 
techniques,  hand -out  material,  emphases,  etc. 
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Provides  source  and  support  material  for  use  in  the  preparation  of 
speeches  and  public  statements.  Prepares  speeches  and  public  statements 
when  appropriate  for  the  State  Director  and  key  staff  personnel.   Gives 
advice  and  counsel  in  the  use  of  photographic  equipment,  techniques, 
files,  identification,  etc.,  used  for  public  affairs  purposes. 

III.   Supervision  Received: 

Works  under  the  general  supervision  of  the  State  Director,  with  wide 
latitude  for  carrying  out  Public  Affairs  activities  and  programs  in  the 
State.   Is  expected  to  proceed  on  own  initiative  in  identifying  ways  and 
means  of  carrying  out  and  improving  assigned  functions.   In  general, 
operates  with  a  high  degree  of  independence  both  technically  and 
operationally.   Technical  guidance  normally  comes  from  the  Bureau's 
Washington  Office  and  Service  Centers.   Basic  guidelines  include  laws, 
regulations,  manual  issuances,  and  instruction  memorandums. 
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OpConul  Form  8  ' 

July  IU5U 

U.S.  CIVIL  SERVICE  COMMISSION 
FPM   Ch.  295 

6008- 101 

POSITION  DESCRIPTION 


CLASSIFICATION  ACTION 


2.  Official  headquarters: 


I.  Check  one: 

Dcpfl  D       *>ld  E 

3.  Reason  fur  submission: 

(a)  If  this  position  replaces  another  (I.  c,  a  chance  of  duties 
In  an  existing  posltlun).  Identify  such  position  by  title, 
allocation  (service,  scries,  grade),  and  position  number 


(b)   Other  (specify) 


New 


4.  Agency  position  No. 


6.  C.  8.  C.  certification  No. 


0.  Date  of  certification 


7.  Date  received  from  C.  8.  O. 


ALLOCATION  BY 


a.  Civil  Service  Commission 


b.  Department,    agency,     or 
establishment 


c.  Bureau 


CLASS  TITLE  Of  POSITION 


Supervisory  Program  Analyst* 


Service 


GS 


Series 


345 


Qrade 


13 


d.  Field  office 


e.  Recommended   by  initiat- 
ing office 


Organizational  title  of  position  (if  any) 

Chief,  Planning  Coordination  Staff 


10.  Name  of  employee  (If  vacancy,  specify  V-l,  t,  S,  or  j) 


11.  Department,  Bgency,  or  establishment 

Department  of  the  Interior 


a.  Fir?t  subdivision 


Bureau  of  Land  Management 


b.  Secon;!  subdivision 

(State  Office) 


12.  This  Is  a  complete  and  accurate  description  of  the  duties  and  responsibilities  of 
in)  position 


(Signature  of  employee) 


(Date) 


14.  Certification  by  head  of  bureau,  division,  field  office,  or  designated  representative 


(Signature) 


(Date) 


Title: 


c.  Third  subdivision 

Office  of  the  State  Director 

d.  Fourth  subdivision 


e.  Fifth  subdivision 


13.  This  is  a  complete  and  accurate  description  of  the  duties  and  responsibilities  of  this 
position 


(Signature  of  immediate  supervisor) 

Title:     State  Director 


(Date) 


15.  Certification  by  department,  agency,  or  establishment 


(Signature) 


(Date) 


Title: 


16.  Disruption  of  duties  and  responsibilities 

I .  Introduction: 

The  objectives,  functions,  and  organization  of  the  Bureau  are  described  in 
Part  135  of  the  Departmental  Manual  and  Sections  1213,  and  1214  of  the  Bureau  Manual 
Specific  functions  of  the  Staff  are  also  found  in  Section  1213  of  the  Bureau  Manual. 
A  description  of  the  scope  and  type  of  management  program  carried  on  in  the  State 
can  be  found  in  Bureau  and  State  program  and  planning  documents  and  reports. 

II.  Duties: 


Subject  to  general  direction  and  review  of  the  State  Director  with  respect  to 
basic  policies,  program  objectives  and  accomplishments,  the  Chief,  Planning  Coordi- 
nation Staff  is  responsible  for  coordinating  and  supervising  the  activities  of  the 
planning  staff  in  the  State  Office.  This  includes  carrying  on  developmental  and 

*See  paragraph  III  re  title  of  this  position. 
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advisory  activities  for  the  runctions  and  providing  for  coordiation  of  the 
activities  with  other  staff  functions  in  the  State  Office.   Bears  principal 
responsibility  for  providing  advice,  leadership,  technical  direction  and 
service  for  the  functions  of  the  staff  as  they  operate  in  the  State  Office 
and  at  the  district  office  level. 

In  doing  so  serves  as  the  principal  staff  specialist  to  the  State  Director 
for  coordinating  and  directing  the  development  of  long-range  comprehensive 
programs  plans  for  the  State.   Serves  as  the  State  Director's  technical 
advisor  on  the  Bureau  Planning  System  and  Program  Management  System. 

The  Planning  Coordination  Staff  is  concerned  with  the  development  and 
operation  of  the  Bureau's  planning  system;  environmental  quality  overview; 
long-range  program  development;  impact  studies;  Type  I  River  basin  studies; 
cooperative  planning  relations  with  other  agencies,  the  public  and  user 
groups;  and  technical  planning  assistance  to  district  offices. 

Manages  the  planning  coordination  staff  to  insure  that  professional 
planning,  economic  analysis  and  related  expertise  of  the  staff  properly 
support  and  interface  with  other  State  Office  activities.   Coordinates 
the  activities  of  members  of  the  staff  as  they  participate  on  multi-disciplinary 
teams  to  insure  that  all  professional  planning  and  related  considerations 
are  in  proper  balance  in  the  resolution  of  problems  or  in  the  determination 
of  courses  of  action.   Insures  that  proper  coordination  takes  place  between 
the  planning  function  and  other  activities  and  programs  of  the  State.   This 
coordination  and  interaction  is  particularly  important  in  the  resource  program 
development  areas  and  in  relation  to  the  program  analysis  and  coordination 
roles  carried  on  by  the  Division  of  Management  Services. 

Coordinates  the  major  program  development  activites  of  the  State.   In 
addition  to  the  development  of  comprehensive  long-range  program  plans,  is 
responsible  for  developing  new  techniques,  concepts,  innovations,  and 
methodology  for  increasing  the  effectiveness  of  analysis  and  the  overall 
efficiency  of  operations  of  the  planning  system. 

Carries  the  major  responsibility  for  program  development  within  the  State. 
Solicits  ideas,  suggestions,  and  inputs  from  other  staffs  within  the  State 
to  improve  the  program  development  activities  of  the  State.   Develops,  tests, 
and  evaluates  in  terms  of  practicability  for  field  use  alternative  concepts 
and  techniques  for  multi-year  and  long-range  program  planning.   Insure 
proper  interface  of  concepts  and  techniques  adopted  with  other  Bureau 
activities . 

Responsible  for  analyzing,  interpretation,  and  evaluation  of  all  components 
of  the  State  planning  system  and  program  management  system.   Coordinates 
studies  and  special  projects  dealing  with  workload  distribution,  program 
priorities,  and  accomplishments  in  relation  to  the  planning  and  program 
management  systems. 
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Responsible  for  maintaining  cooperative  relationships  with  other  govern- 
mental agencies  and  officials,  public  groups,  and  others  concerned  with 
planning.  Many  of  the  planning  activities  of  the  Bureau  involve  multi- 
agency  or  multi-group  planning  cooperation.  Works  closely  with  the 
Public  Affairs  staff  and  the  resource  staffs  to  insure  proper  inter-agency 
and  inter-group  relationships.   Represents  the  State  Director  at  meetings 
and  provides  planning  information  as  needed  to  meet  public,  professional 
and  governmental  group  needs. 

Interprets  Bureau  advices  and  directives  relating  to  program  packages 
or  other  program  year  proposals.   Coordinates  the  development  of  program 
packages  or  other  program  year  proposals.   Responsible  for  analysis  to 
assure  compatability  of  current  work  plans  and  programs  with  the  objectives 
of  the  multi-year  program.  Makes  recommendations  to  the  State  Director 
concerning  the  activity  mix  for  total  work  objectives,  programs,  personnel, 
and  funds  by  respective  functional  components  of  the  totalsystem. 

Makes  studies  of  annual  program  emphasis  and  total  program  balance  proposed 
by  each  district  and  function.  Makes  determinations  of  statewide  job  and 
program  requirements  and  makes  recommendations  and  suggests  alternatives 
to  the  State  Director  on  adjustments  in  work  plans  and  programs.  Utilizes 
this  information  to  facilitate  proper  program  management  activities  within 
the  State.  Provides  program  analysis  and  interpretation  services  to  assist 
all  levels  of  management. 

Specific  responsibilities  for  the  Bureau  Planning  System,  River  Basin 
Studies,  Impact  Studies,  and  environmental  quality  overview  are  discussed 
separately  below. 

Bureau  Planning  System: 

Responsible  for  coordinating  the  operatrn  of  the  Bureau  Planning  System 
within  the  State.  The  system  has  a  number  of  components  for  which  the 
development  responsibilities  are  divided  between  district  office  and  state 
office  staff.   In  consultation  with  the  districts  supervises  the  development 
of  Land  Use  Guides,  State  Economic  Profile  District  Economic  Supplements, 
and  the  conduct  of  an  inveitory  of  local  (county)  planning.  Coordinates  and 
renders  assistance  to  other  offices  in:   the  development  of  district  land  use 
plans,  conducting  analyses  of  interagency  plans,  testing  validity  of  plans 
through  public  and  intergovernment  review,  implementation  of  plans,  prepar- 
ation of  action  programs,  and  evaluating  the  standards  and  effectiveness  of 
all  plans  toward  achieving  stated  objectives.   Provides  training,  guidance, 
and  review  in  the  formulation  of  Initial  Analyses,  District  Management 
Profiles,  Unit  Resource  Analysis,  projections  such  as  needs,  demands  and 
supply  and  the  maintenance  requirements  for  all  plans.  To  properly  conduct 
this  effort  must  possess  a  working  level  of  technical  knowledge  of  the 
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Lands  and  Minerals,  Range  Management,  Forestry,  Soil  and  Watershed, 
Recreation  and  Wildlife  Management  functions,  in  addition  to  understanding 
the  role  and  operation  of  support  activities  such  as  Resource  Protection, 
Cadastral  Surveys,  Engineering,  and  Administration. 

River  Basin  Studies: 


Responsible  for  providing  the  required  input  for  BLM  in  interagency 

River  Basin  Planning  for  the  region.   Type  I  and  subsequent  studies 

require  participation  by  Federal  Agencies  and  State  Agencies, 

with  a  corresponding  requirement  for  multi-agency  coordination  of  Bureau 
efforts.   Specific  operational  responsibilities  include  developing  a 
current  inventory  of  all  natural  resources,  preparing  projections  related 
to  need,  demand,  and  supply  to  the  year  2020,  and  compiling  ownership 
statistics  and  status  maps  for  the  entire  state.  Assists  in  the  coordination 
work  being  conducted  in  the  Economic,  Wildlife,  and  Recreation,  Plans, 
Power,  Watershed  management  and  Land  Use  Subcommittees. 

Serves  as  a  member  of  the  Framework  Study  staff  and  provides  the  liaison 

with  the  Interagency  Committee.   Subsequent  to  completion 

of  Type  I  studies,  has  responsibilities  in  the  development  of  Type  II 
and  Type  IV  Studies. 

Impact  Studies: 

Responsible  for  developing  inventories  and  coordinating  Bureau  requirements 
regarding  project  developments  having  significant  impact  on  Bureau  lands 
and  programs.   The  water  base  projects  are  primarily  constructed  by  Bureau 
of  Reclamation,  Corps  of  Engineers,  State  Division  of  Water  Resources,  and 

local  irrigation  districts.   Between  to  such  projects  have 

tentatively  been  identified  as  having  BLM  interest.   Although  district  offices 
have  the  primary  assignment  for  conducting  these  studies,  the  Planning 
Coordination  Office  contributes  directly  to  the  economc  analysis  of  resource 
benefits  and  losses.  Responsible  for  providing  training,  guidance  and 
review  in  preparation  of  the  studies,  development  of  subsequent  operational 
agreements,  and  provides  the  liaison  for  interagency  review.  ^Represents 
the  State  Director,  as  assigned,  on  all  interagency  planning  matters  which 
are  conducted  at  the  State  Office  level. 

Environmental  Quality  Overview: 

Pursuant  to  the  coordination  responsibilities  for  operation  of  the  program- 
ming and  planning  systems,  analyzes  the  degree  and  adequacy  of  environmental 
impact  consideration  included  in  their  development.   Brings  to  the  attention 
of  other  staffs  omissions  or  cursory  treatment  of  actions  and  controls 
regarding  environmental  quality.   Coordinates  the  preparation  of  statements 
as  required  by  the  Bureau  and  Department  under  terms  of  the  Environmental 
Quality  Act  relating  to  projected  use  authorizations  and  developments.   Sees 

that  environmental  statements  by  other  agencies  which  concern  actions  that 
will  impact  BLM  lands  are  processed  and  coordinated  with  state  staffs  and 
District  Offices. 
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III .  Supervisory  Responsibilities: 

NB:   To  be  considered  supervisory  for  titling  and  grade-level  credit 
purposes,  this  position  must  have  supervisory  responsibility  over  at  least 
three  positions  engaged  in  professional,  technical  or  administrative  work 
of  a  substantive  nature  (non-clerical) .   If  the  position  does  not  meet 
this  requirement,  it  will  be  titled  "Program  Analyst."  If  this  position  " 
does  meet  the  above  criteria,  each  State  should  modify  or  adapt  a  super- 
visory statement  from  one  of  the  other  descriptions  attached  to  fit  the 
supervisory  situation. 

IV.  Supervision  Received: 

Works  under  the  general  supervision  of  the  State  Director,  with  wide  latitude 
for  carrying  out  the  planning  coordination  activities  and  programs  in  the 
State.  Is  expected  to  proceed  on  own  initiative  in  identifying  ways  and 
means  of  carrrying  out  and  improving  the  functions  assigned  to  this  staff. 
In  general,  functions  with  a  high  degree  of  independence  both  technically 
and  operationally.  Technical  guidance  normally  comes  from  the  Washington 
Office  and  Service  Centers.  Basic  guidelines  include  laws,  regulations, 
manual  issuances  and  instruction  memoranda. 


49 


Optional  Form  8 

US  CIVII;  SKItVICE  COMMISSION 

FJ'M  Ch.  205 

6008-104 

POSITION  DESCRIPTION 


CLASSIFICATION  ACTION 


1,  Check  one: 

Dept'l  D      Field  XX 


2.  Official  headquarters: 


3.  Itoason  for  submission: 

(a)  If  this  position  replaces  another  (I.  o.,  a  change  of  duties 
In  an  existing  position),  Identify  6uch  position  by  title, 
allocation  (service,  series,  grade),  and  position  number 


(b)   Other  (specify) 


New 


4.  Agcucy  position  No. 


8.  C.  8.  C.  certification  No. 


6.  Date  of  certification 


7.  Date  received  from  C.  8.  0. 


ALLOCATION  BY 


i.  Civil  Service  Commission 


b.  Department,    agency,    or 
establishment 


c.  Bureau 


d.  Field  office 


o.  Kccommended   by  initiat- 
ing office 


CLASS  T1TI.K  Or  POSITION 


Service 


Chief,  Division  of  Resources 


9.  Organizational  title  of  position  (if  any) 


GS 


Series 


401 


Grade 


14 


10.  Name  of  employee  (//raconcy,  ipecifv  V-l,  t,  S,  or  4) 


11.  Department,  agency,  or  establishment 

Department  of  the  Interior 


a.  First  subdivision 

Bureau  of  Land  Management 

b.  Second  subdivision 

XState_0ffice)_ 


12.  This  Is  a  complete  and  accurate  description  of  the  duties  and  responsibilities  of 
my  position 


(Signature  of  employee) 


(Date) 


o.  Third  subdivision 


Division  of  Resources 


d.  Fourth  subdivision 


e.  Fifth  subdivision 


13.  This  is  a  complete  and  accurate  description  of  the  duties  and  responsibilities  of  this 
position 


(Signature  of  immediate  supervisor) 


(Date) 


14.  Certification  by  head  of  bureau,  division,  field  office,  or  designated  representative 


(Signature) 


(Date) 


Title: 


Title:      st-afp    nirp.r.tor 


15.  Certification  by  department,  agency,  or  establishment 


(Signature) 


(Date) 


Title: 


16.  Description  of  duties  and  responsibilities 

I.  Introduction: 

The  objectives,  functions  and  organization  of  the  Bureau  are  described  in  Part  13i 
of  the  Departmental  Manual  and  Sections  1213  and  1214  of  the  Bureau  Manual.   Specific 
functions  of  the  Division  are  also  found  in  Section  1213  of  the  Bureau  Manual.  A. 
description  of  the  scope  and  type  of  management  program  carried  on  in  the  State  can 
be  found  in  Bureau  and  State  program  and  planning  documents  and  reports. 

II.  Duties: 


Subject  to  general  direction  and  review  of  the  State  Director  with  respect  to 
basic  policies,  program  objectives  and  accomplishments,  the  Chief,  Division  of 
Resources  is  responsible  for  coordinating  and  supervising  the  activities  of  the 
Technical  Resource  Staff  in  the  State  Office.  This  includes  carrying  on  develop- 
mental and  advisory  activities  for  the  functions  and  providing  for  coordination 
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of  the  activities  with  other  staff  functions  in  the  State  Office.  Bears 
principal  responsibility  for  providing  advice,  leadership,  technical  direction, 
and  service  for  the  functions  of  the  Division  as  they  operate  in  the  State 
Office  and  at  the  district  office  level. 

Serves  as  the  principal  staff  specialist  to  the  State  Director  for  resource 
technology  and  related  ecological  matters.   Responsible  for  maintaining 
professional  excellence  in  the  conduct  of  the  range,  lands,  watershed, 
forestry,  wildlife,  minerals,  and  recreation  programs  and  activities  in  the 
State.   Insures  that  these  programs  and  activities  are  properly  integrated 
to  insure  optimum  multiple-use  management  with  full  consideration  for  all 
ecological  protection  requirements. 

Supervises  the  identification  of  resource  program  needs,  objectives,  goals 
and  policies  for  the  State  and  sees  that  they  are  carried  out  through  the 
various  programs,  practices,  and  procedures  applied  in  the  State.   Insures 
that  other  state  staffs  and  district  staffs  are  provided  with  professional 
guidance,  training,  counseling,  and  other  assistance  in  the  resource  disciplines 
found  in  the  Division. 

Coordinates  the  activities  of  members  of  the  Division  staff  as  they 
participate  on  multi-disciplinary  teams  to  insure  that  all  professional 
and  technical  resource  considerations  are  considered  in  the  resolution  of 
problems . 

Insures  that  proper  coordination  and  interaction  takes  place  between  the 
resource  disciplines  and  other  activities  carried  on  in  the  State.   This 
coordination  and  interaction  is  particularly  important  in  areas  concerned 
with  land  use  planning,  policy  and  program  development,  lands  and  minerals 
case  action  processing,  resource  trespass  action,  and  disease  and  pest  control 
problems. 

Responsible  for  insuring  that  technical  resource  inputs  are  developed  and 
applied  in  the  program  development  process  carried  on  in  the  State.   This 
includes  assisting  with  the  development,  review,  and  evaluation  of  proposed 
district  resource  programs;  developing  and  recommending  long-range  resource 
goals,  objectives  and  policies,  making  professional  resource  inputs  into 
the  formulation,  definition  and  use  of  supply /demand,  input/output,  and  output 
measure  analyses  and  measures;  assisting  in  the  development  of  statewide 
resource  program  priorities;  and  providing  resource  program  guidance  for  AWP 
advices  and  review  and  evaluation  of  AWP  submissions  from  the  districts. 

Coordinates  the  scheduling  of  project  development  with  other  state  office 
and  district  office  staffs  and  insures  that  lands  and  minerals  case  actions 
are  consistent  with  Departmental,  Bureau,  and  state  resource  management 
objectives . 
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Responsible  for  maintaining  cooperative  relationships  with  user  groups, 
advisory  boards,  governmental  officials,  and  professional  groups  within 
the  systems  guidance  provided  by  the  Public  Affairs  staff.  Often  represents 
the  State  Director  at  meetings  and  provides  technical  resource  information 
as  needed  to  meet  public,  professional,  and  governmental  group  needs. 

Provides  leadership  to  the  resource  technical  development  and  services 
activities  carried  on  in  the  State.   Insures  that  professional  resource 
judgments  and  inputs  are  considered  in  the  State's  decision  processes. 
Sees  that  appropriate  technical  guidance,  direction  and  assistance  is 
provided  to  the  districts  in  all  resource  disciplines  to  insure  that 
decisions,  practices,  plans,  developments,  etc.,  are  consistent  with  Bureau 
resource  management  goals  and  objectives;  are  adequate  and  of  acceptable 
quality;  and  that  they  are  consistent  with  ecological  and  environmental 
protection  and  enhancement  goals. 

Maintains  individually  and  through  the  staff  an  awareness  of  current  research 
results  with  application  to  Bureau  programs  and  recommends  changes  in  Bureau 
policies,  procedures,  standards,  criteria,  etc.,  as  appropriate.   Identifies 
needs  for  new  research  to  strengthen  Bureau  programs.  Maintains  a  close 
working  relationship  with  Service  Center  S&T  staff  to  insure  proper  coordin- 
ation of  resource-oriented  activities  affecting  both  offices. 

Assists  District  Managers  in  evaluating  the  technical  proficiency  of  their 
resource  personnel  and  in  identifying  training  needs.  Recommends  specific 
training  objectives  to  be  met  and  methods  of  achieving  them.  Assists  in  the 
development  of  training  courses  and  materials  and  in  the  conduct  of  in-house 
and  other  training  programs. 

III.   Supervisory  Responsibilities; 

Exercises  supervision  and  direction  over  an  organization  of  appro ximately 

employees.  Employees  consist  of  professional,  technical,  and  clerical 

personnel  in  grades  GS- — through  GS- Either  personally  or  through 

subordinate  supervisory  employees,  incumbent  is  responsible  for  insuring 
the  timely  performance  of  a  satisfactory  amount  and  quality  of  work,  and  for 
reviewing  work  products  of  subordinate  employees,  either  accepting,  amending 
or  rejecting  such  work.  He  is  also  responsible  for  making  decisions  on  work 
problems  presented  by  subordinate  supervisors;  collaborating  with  heads  of 
other  units  to  negotiate,  decide  on,  or  coordinate  work-related  changes,  or 
all  of  these,  affecting  other  units;  advising  officials  with  broader  and 
higher  responsibilities  on  problems  involving  the  relationship  of  the  work 
of  the  division  to  broader  programs,  and  its  impact  on  these  programs; 
evaluating  subordinate  supervisors'  performance  and  reviewing  evaluations 
made  by  them  of  their  employees;  making  selections  for  non-supervisory 
positions  and  recommending  selections  for  supervisory  positions;  hearing 
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group  grievances  and  serious  employee  complaints  or  ones  not  resolved 
at  a  lower  level;  reviewing  serious  disciplinary  cases  (i.e.,  proposing 
suspensions  and  removals)  and  disciplinary  problems  involving  key  employees; 
and,  as  needed,  consulting  with  specialists  on  training  needs  and  deciding 
on  training  problems  related  to  the  Division's  mission.   Incumbent  must 
employ  all  the  basic  managerial  and  leadership  skills  needed  to  insure 
proper  work  planning,  scheduling,  operations  and  evaluation  as  well  as 
insuring  proper  motivation,  utilization  and  development  of  subordinates. 
Duties  involve  the  supervision  and  coordination  of  a  variety  of  skills 
and  disciplines  to  achieve  program  balance  and  integration,  and  efficient 
and  effective  utilization  of  human  and  other  resources. 

IV.   Supervision  Received: 

Works  under  the  general  supervision  of  the  State  Director,  but  has  wide 
latitude  for  the  overview  of  technical  resource  activities  and  programs 
in  the  State.   Is  expected  to  proceed  on  own  initiative  in  identifying 
ways  and  means  of  carrying  out  and  improving  the  functions  assigned  to  the 
Division.   In  general,  functions  with  a  high  degree  of  independence  both 
technically  and  operationally.  Technical  guidance  normally  comes  from 
the  Washington  Office  and  Service  Centers.  Basic  guidelines  include 
laws,  regulations,  manual  issuances,  and  instruction  memorandums. 
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Option,  l  Form  8 

July  1050 

U  S.  CIVIL  SERVICE  COMMISSION 

FI'M   Cli.  295 

fiOOS  104 

POSITION  DESCRIPTION 


CLASSIFICATION  ACTION 


I.  Chock  one: 

Dopt'i  D    *'ici<^£3 


2.  Ofllclnl  headquarters: 


3.  Reason  for  submission: 

(a)  If  this  position  replaces  another  (I.  o.,  o  change  of  duties 
In  an  existing  position),  Identify  such  position  by  title, 
allocation  (service,  series,  grado),  and  position  cumber 


(t)   Other  (specify) 


New 


<.  Agency  position  No. 


5.  C.  8.  C.  certification  No. 


6.  Date  of  certification 


7.  Dato  received  from  C.  8.  O. 


ALLOCATION  BY 


a.  Civil  Service  Commission 


b.  Department,    agency,     or 
establishment 


c.  Bureau 


d.  Field  office 


e.  ltccommeuded   by  initiat- 
ing office 


CLASS  TITLE  OV  POSITION 


Chief,  Division  of  Technical  Services 


CLASS 


Service 


GS 


Scries 


340 


Orade 


14 


9.  Organizational  title  of  position  (if  any) 


10.  Name  of  employee  (//  vacancy,  specify  V-l,  t,  S,  or  J,) 


11.  Department,  agency,  or  establishment 

Department  of  the  Interior 


a.  First  subdivision 

Bureau  of  Land  Management 


b.  Second  subdivision 

(State  Office) 


12.  This  is  a  complete  and  accurate  description  of  the  duties  and  responsibilities  of 
my  position 


(Signature  of  employee) 


(Date) 


14.  Certification  by  head  of  bureau,  division,  field  office,  or  designated  representative 


(Signature) 


(Date) 


Title: 


c.  Third  subdivision 

Division  of  Technical  Services 


d.  Fourth  subdivision 


e.  Fifth  subdivision 


13.  This  inn  complete  and  accmr.le  description  of  the  duties  and  responsibilities  of  this 
position 


(Signature  of  immediate  supervisor) 

Title:    State  Director 


(Date) 


15.  Certification  by  department,  agency,  or  establishment 


(Signature) 


(Date) 


Title: 


16.  Description  of  dp  ties  and  responsibilities 

I.  Introduction: 

The  objectives,  functions,  and  organization  of  the  Bureau  are  described  in 
Part  135  of  the  Departmental  Manual  and  Sections  1213  and  1214  of  the  Bureau  Manual. 
Specific  functions  of  the  Division  are  also  found  in  Section  1213  of  the  Bureau 
Manual.  A  description  of  the  scope  and  type  of  management  programs  carried  on  in 
the  State  can  be  found  in  Bureau  and  State  program  and  planning  documents  and  reports 

II.  Duties: 


Subject  to  general  direction  and  review  by  the  State  Director  with  respect  to 
basic  policies,  program  objectives,  and  accomplishments,  the  Chief,  Division  of 
Technical  Services  is  responsible  for  coordinating  and  supervising  the  activities 
of  the  technical  support  staff  in  the  State  Office.  This  includes  carrying  on 
developmental  and  advisory  activities  for  the  functions  and  providing  for  coordinator 
of  the  activities  with  other  staff  functions  in  the  State  Office.  Bears  principal 
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responsibility  for  providing  advice,  leadership,  technical  direction  and 
service  for  the  functions  of  the  Division  as  they  operate  in  the  State  Office 
and  at  the  district  office  level. 

Serves  as  the  principal  staff  specialist  to  the  State  Director  for  technical 
support  activities  in  the  State  Office.   Responsible  for  maintaining  profes- 
sional excellence  in  the  conduct  of  the  engineering  design  and  construction, 
cartographic,  cadastral  survey,  electronic  communications,  fire  control, 
access,  land  and  mineral  appraisal,  lands  and  minerals  operations,  trespass, 
improvement  maintenance  and  related  functions  as  they  operate  in  the  State 
and  support  field  activities.   Sees  that  these  programs  and  activities  are 
properly  integrated  with  other  programs  and  activities  to  insure  proper 
support  and  operation  of  all  functions  of  the  Bureau. 

Supervises  the  identification  of  program  development  needs,  objectives,  goals, 
and  policies  of  the  Division  and  sees  that  they  are  met  and  carried  out 
through  the  program  development  process.   Insures  that  other  State  staffs 
and  district  staffs  are  provided  with  professional  guidance,  training, 
counseling,  and  other  assistance  in  technical  service  activities  found  in  the 
Division. 

Coordinates  the  activities  of  members  of  the  Division  as  they  participate 
on  multi-disciplinary  teams  to  insure  that  all  professional  and  technical 
"technical  service"  considerations  and  inputs  are  adequately  balanced  with 
other  considerations  in  the  resolution  of  problems. 

Insures  that  proper  coordination  and  interaction  takes  place  between  the 
technical  service  disciplines  and  other  activities  carried  on  in  the  State. 
This  coordination  and  interaction  is  particularly  important  in  the  areas 
concerned  with  program  development,  feasibility  studies,  design,  lands  and 
minerals  case  action  processing,  coordination  of  resource  trespass  action, 
access  activities,  and  other  activities  closely  related  to  other  functions 
in  the  State  Office. 

Coordinates  the  scheduling  of  project  development  and  operations  with  other 
state  office  and  district  office  staffs  and  insures  that  technical  service 
activities  properly  integrate  and  support  on-going  activities. 

Responsible  for  maintaining  cooperative  relations  with  user  groups,  govern- 
mental officials,  and  professional  groups  related  to  his  functions  and  within 
the  systems  guidance  provided  by  the  Public  Affairs  Staff.   Is  sometimes 
called  on  to  represent  the  State  Director  at  meetings  and  provides  technical 
services  information  as  needed  to  meet  public,  professional,  and  governmental 
group  needs . 

Provides  leadership  and  direction  for  development  and  implementation  of  the 
State's  technical  services  programs.  This  includes  preparation  of  supplemental 
procedures  and  guidance,  identification  of  needs  for  State  or  Bureauwide 
technical  program  improvements,  conducting  training  and  employee  development 
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programs,  etc.   Insures  that  the  technical  services  activities  in  the 
Division  adequately  function  to  support  and  carry  on  programs  which  are 
responsive  to  priority  needs  and  requirements  of  the  State. 

Assists  District  Managers  in  evaluating  the  technical  proficiency  of 
their  technical  support  personnel  and  in  identifying  training  and  develop- 
ment needs.  Provides  assistance  in  meeting  the  needs  for  training  and 
development  through  his  staff  or  by  making  recommendations  to  the  Service 
Centers  or  Washington  Office. 

Maintains  individually  and  through  his  staff  an  awareness  of  current 
developments  in  the  technical  service  programs  for  which  the  Division  is 
responsible  and  makes  or  recommends  application  to  Bureau  programs, 
policies,  procedures,  standards,  etc.   Supervises  the  program  operations 
of  the  Division  to  insure  that  they  meet  technical  and  professional  needs 
for  service. 

Provides  assistance  in  evaluating  improvement  needs  in  project  location, 
layout,  timing  and  design  criteria;  making  surveys  and  investigations  for 
design  of  construction  projects;  and  reviewing  plans  and  specifications 
for  established  criteria  and  standards. 

Supervises  the  operation  of  the  cartographic  program;  the  cadastral  survey 
program;  the  operational  aspects  of  the  lands,  minerals,  and  fire  trespass 
control  programs;  and  lands  and  minerals  programs  relating  to  adjudication, 
examination,  and  appraisal.  Provides  for  investigations,  appraisals, 
evaluations  and  reports  involving  activities  which  are  of  concern  to  the 
Division.   Coordinates  these  operational  programs  with  district  programs, 
lands  and  minerals  staff  guidance  of  the  Division  of  Resources,  and  the 
lands  programs  of  other  Federal  agencies. 

Insures  that  a  State  electronic  communications  program  is  developed, 
maintained  and  operated  within  approved  guidelines.   Provides  assistance 
to  district  offices  and  to  other  States,  through  BIFC,  in  the  suppression 
of  fires.   Supervises  an  evaluation  program  of  heavy  equipment  needs  and 
specif iciation  management. 

III.   Supervisory  Responsibilities: 

Exercises  supervision  and  direction  over  an  organization  of  approximately 

employees.   Employees  consist  of  professional,  technical,  and  clerical 

personnel  in  grades  GS- through  GS- .   Either  personally  or  through 

subordinate  supervisory  employees,  incumbent  is  responsible  for  insuring 
the  timely  performance  of  a  satisfactory  amount  and  quality  of  work,  and  for 
reviewing  work  products  of  subordinate  employees,  either  accepting,  amending 
or  rejecting  such  work.  He  is  also  responsible  for  making  decisions  on  work 
problems  presented  by  subordinate  supervisors;  collaborating  with  heads  of 
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other  units  to  negotiate,  decide  on,  or  coordinate  work-related  changes,  or 
all  of  these,  affecting  other  units;  advising  officials  with  broader  and 
higher  responsibilities  on  problems  involving  the  relationship  of  the  work 
of  the  division  to  broader  programs;  and  its  impact  on  these  programs, 
evaluating  subordinate  supervisors '  performance  and  reviewing  evaluations 
made  by  them  of  their  employees;  making  selections  for  non-supervisory 
positions  and  recommending  selections  for  supervisory  positions;  hearing 
group  grievances  and  serious  employee  complaints  or  ones  not  resolved 
at  a  lower  level;  reviewing  serious  disciplinary  cases  (i.e.,  proposing 
suspensions  and  removals)  and  disciplinary  problems  involving  key  employees; 
and,  as  needed,  consulting  with  specialists  on  training  needs  and  deciding 
on  training  problems  related  to  the  Division's  mission.   Incumbent  must 
employ  all  the  basic  managerial  and  leadership  skills  needed  to  insure 
proper  work  planning,  scheduling,  operations  and  evaluation  as  well  as 
insuring  proper  motivation,  utilization  and  development  of  subordinates. 
Duties  involve  the  supervision  and  coordination  of  a  variety  of  skills 
and  disciplines  to  achieve  program  balance  and  integration,  and  efficient 
and  effective  utilization  of  human  and  other  resources. 

IV.   Supervision  Received: 

Works  under  the  general  supervision  of  the  State  Director,  but  has  wide 
latitude  for  operating  the  technical  support  activities  and  programs  in  the 
State.   Is  expected  to  proceed  on  own  initiative  in  identifying  ways  and 
means  of  carrying  out  and  improving  the  functions  assigned  to  the  Division. 
In  general,  functions  with  a  high  degree  of  independence  both  technically 
and  operationally.   Technical  guidance  normally  comes  from  the  Washington 
Office  and  Service  Centers.   Basic  guidelines  include  laws,  regulations, 
manual  issuances  and  instruction  memorandums. 
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Optional  Form  8 

{,"'/  "'jviL  SERVICE  COMMISSION 

J,'i'M   CI).  2V5 

600S-104 

POSITION  DESCRIPTION 


1.  Chock  one: 

Dopt'l  D      KIcM  0X 


2.  Official  headquarters: 


8.  ltcason  for  submission: 

(a)    If  this  position  replaces  another  (1.  c,  a  change  of  duties 
.    -  .        Estlnc  position),  Identify  such  position  by  title, 
,j  (sorvk*.  serlos,  grade),  and  position  number 


CLASSIFICATION  ACTION 


(b)   Other  (specify) 


New 


4.  Agency  position  No. 


5.  C.  8.  C.  certification  No. 


6.  Date  of  certification 


7.  Date  received  from  C.  8.  O. 


ALLOCATION  BY 


1.  Civil  Scrvico  Commission 


,   Department,    agency,     or 
establishment 


..  Bureau 


1.  Field  office 


i.  Recommended   by  initiat- 
ing office 


CLASS  TITLE  OF  POSITION 


CLASS 


Service 


Administrative  Officer 


Series 


Orade 


GS 


341 


13 


INITIALS 


DATE 


9   Organizational  title  of  position  (if  anv) 

Chief,  Division  of  Management  Services 


10.  Name  of  employee  (If  vacancy,  'pecifv  V-l,t,S,ori) 


A.  Department,  agency,  or  establishment 

Department  of  the  Interior 

a.  First  subdivision 

Bureau  of  Land  Management 


b.  Second  subdivision 

(State  Office) 

1l^ri77^c^re^n"d^^a^lc",criu.ion  of  the  duties  and  .esponsibilities  of 
my  position 


(Signature  of  employee) 


(Date) 


c.  Third  subdivision 

Division  of  Management  Services 


d.  Fourth  subdivision 


e.  Fifth  subdivision 


13.  This  is  a  complete  and  accurate  deacrtptiou  of  the  duties  and  responsibilities  of  this 
position 


14.  Certification  by  head  of  bureau,  division,  field  office,  or  designated  representative 


(Signature) 


(Date) 


Title: 


(Signature  of  immediate  supervisor) 

Title:    State  Directory 


(Date) 


15.  Certification  by  department,  agency,  or  establishment 


(Signature) 


(Date) 


Title: 


16.  Description  of  duties  and  responsibilities 

I.  Introduction; 
The  obiectives,  functions  and  organization  of  the  Bureau  are  described  in 

II.  Duties: 

Subiect  to  general  direction  and  review  by  the  State  Director  with  respect  to 
basic  policies?Program  objectives  and  accomplishments   the  Chief  ^-sxo^of 
Management  Services  is  responsible  for  coordinating  and  supervising  the  activities 
of  the  management  services'functions  in  the  State  Office   This  includes  carrying  on 
development  and  advisory  activities  for  the  functions  and  Prf°fV^in8_^sC^^^°n 
of  the  activities  with  other  staff  functions  in  the  State  Office.   Bears  principal 
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responsibility  for  providing  advice,  leadership,  technical  direction,  and 
service  for  the  functions  of  the  Division  as  they  operate  in  the  State 
Office  and  at  the  district  office  level. 

Serves  as  the  principal  staff  specialist  to  the  State  Director  for 
management  services  and  related  activities.   Responsible  for  maintaining 
professional  excellence  in  the  conduct  of  the  administrative  functions 
found  in  the  division.  These  include  personnel,  incentive  awards, 
operating  budget  analysis  and  coordination,  procurement,  property 
management,  evaluation  system  coordination,  organization  planning  and 
control,  management  improvement,  records  and  data  management,  land  status 
records  maintenance,  safety,  training,  accounts,  office  services,  and 
other  related  administrative  functions.  Plans,  carries  out  and  evaluates 
administrative  operations  to  insure  effective  and  efficient  utilization 
of  funds  and  personnel  and  proper  support  of  resource-related  functions. 

Supervises  the  identification  of  administrative  program  needs,  objectives, 
goals  and  policies  for  the  State  and  sees  that  they  are  carried  out 
through  the  various  programs  and  activities  in  the  Division.  Uses 
judgment  and  management  ability  to  identify  the  relative  importance 
of  operational  problems  and  the  application  of  management  services  to  their 
solution.   Insures  that  other  state  staffs  and  district  staffs  are  provided 
professional  guidance,  training,  counseling,  and  other  assistance  in  the 
management  services  disciplines  which  will  facilitate  their  functions. 

Coordinates  the  activities  of  members  of  the  division  staff  as  they 
participate  on  multi-disciplinary  teams  to  insure  that  all  professional 
and  technical  management  service  considerations  are  adequately  balanced 
with  other  considerations  in  the  resolution  of  problems. 

Primary  importance  is  placed  on  the  Division  Chief's  general  management 
ability  rather  than  on  specific  technical  skills.  Manages  the  Technical 
Services  function  to  insure  that  proper  coordination  and  interaction  takes 
place  between  the  disciplines  in  the  Division  and  other  activities  carried 
on  in  the  State.  This  coordination  and  interaction  is  particularly 
important  in  the  support  and  facilitating  services  the  Division  provides. 

Responsible  for  insuring  that  management  service  inputs  are  developed 
and  applied  in  the  program  development  process  carried  on  in  the  State. 
This  includes  assisting  with  the  development,  review,  and  evaluation  of 
proposed  district  office  management  services  related  functions;  developing 
and  recommending  long-range  administrative  service  objectives,  goals, 
and  policies;  making  professional  administrative  inputs  into  the  formu- 
lation, definition,  and  development  of  organizational  changes  and  staffing 
patterns  based  on  changing  emphases  in  resource  management  programs,  etc. 
Sees  that  studies  of  organization,  methods  and  procedures,  etc.,  are  made 
and  that  the  results  are  properly  utilized  by  the  State. 
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Coordinates  the  preparation  of  AWP  directives  to  district  offices  within 
the  framework  of  the  Bureau  system.   See  that  they  are  produced  and 
distributed  and  that  necessary  follow-up  action  is  taken  to  assure 
compliance  with  planning  schedules.   Coordinates  the  preparation  of 
justification  material  for  current  and  budget  year  work  planning  components 
as  well  as  the  review  and  evaluation  of  district  and  State  AWP  submissions. 

Establishes  and  maintains  cooperative  relationships  with  private  and 
governmental  groups  related  to  on-going  business  management  matters  of 
the  Bureau.  Works  closely  with  other  State  Office  staffs  to  improve 
external  relationships  through  the  identification  of  problems  and  sound 
solutions  to  them.   Prepares,  or  assists  in  preparing,  responses  to 
inquiries  concerning  management  services  programs  and  may  represent  the 
State  Director  at  meetings  of  business,  professional,  government,  and 
other  organizations. 

Interprets  and  directs  the  implementation  of  the  Bureau's  management 
services  programs.  Adapts  generalized  Bureauwide  administrative  systems 
to  State  needs  when  appropriate  and  supplements  procedures,  training, 
etc.,  as  needed.  Maintains  an  overview  of  each  district's  operation  as 
they  compare  to  those  of  the  other  districts  in  the  State  to  insure  a 
balanced  administrative  program  within  the  State. 

Establishes  and  maintains  an  annual  schedule  for  conducting  general, 
functional,  and  special  program  evaluations  in  the  State  and  with  other 
Bureau  offices  as  required.   Develops,  implements,  and  coordinates  State 
training  and  safety  management  systems  and  general  operating  procedures. 
Identifies  needs  and  makes  recommendations  for  modification  of  Bureau 
systems  and  procedures.   Serves  as  the  focal  point  for  reviewing, 
developing,  and  implementing  systems.  Advises  the  State  staff  on  methods, 
feasibility,  and  implementation  of  systems.  Provides  advice,  assistance, 
and  information  to  Service  Centers  and  the  Washington  Office  when  requested 
to  do  so. 

Evaluates  and  makes  recommendations  on  organizational  structure,  geographic 
responsibilities,  functions,  work  flow,  and  other  management  improvements 
within  the  State.  Prepares  justifications  to  the  Washington  Office  when 
approval  is  required. 

Coordinates  review  and  approval  of  district  work  plans  with  respect  to 
continuity  of  effort  and  responsiveness  to  program  direction.  Monitors 
the  operating  budget,  analyzes  management  reports,  and  insures  that  other 
divisions,  district  offices,  and  the  State  Director  are  kept  informed  of 
status  and  program  accomplishment.   Coordinates  changes  to  AWP  and  operating 
budget  with  concerned  staffs  and  districts. 
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Oversees  the  operation  of  the  land  status  and  records  systems,  and  the 
maintenance  of  official  cadastral  survey  records.   Supervises  the 
maintenance  of  reference  materials  concerning  laws,  regulations,  and 
procedures  affecting  public  lands  and  resources;  operation  of  the  State 
Office's  record  copying  and  reproduction  services;  State  Office  accounts 
function;  operation  of  the  Bureau's  records  management  system;  and 
assures  maximum  effectiveness  in  the  operation  of  all  paperwork  manage- 
ment systems  within  the  State.  Also  responsible  for  the  data  management 
function  in  the  State. 

Provides  leadership,  guidance,  and  assistance  in  the  operation  and 
evaluation  of  the  personnel  management  and  personnel  administration; 
procurement  and  property  management;  incentive  awards;  and  management 
improvements  programs  and  systems  in  the  State. 

Responsible  for  state-wide  telephone  and  teletype  communications 
services,  space  management,  freight  and  handling  services,  local  forms 
management,  motorpool  and  shop  facilities,  mail  management,  and  general 
"house-keeping"  functions. 

III.   Supervisory  Responsibilities: 

Exercises  supervision  and  direction  over  an  organization  of  approxi- 
mately    employees.  Employees  consist  of  professional,  technical,  and 

clerical  personnel  in  grades  GS- through  GS- .  Either  personally 

or  through  subordinate  supervisory  employees,  incumbent  is  responsible 
for  insuring  the  timely  performance  of  a  satisfactory  amount  and  quality 
of  work,  and  for  reviewing  work  products  of  subordinate  employees,  either 
accepting,  amending  or  rejecting  such  work.  He  is  also  responsible  for 
making  decisions  on  work  problems  presented  by  subordinate  supervisors; 
collaborating  with  heads  of  other  units  to  negotiate,  decide  on,  or 
coordinate  work-related  changes,  or  all  of  these,  affecting  other  units; 
advising  officials  with  broader  and  higher  responsibilities  on  problems 
involving  the  relationship  of  the  work  of  the  division  to  broader  programs, 
and  its  impact  on  these  programs;  evaluating  subordinate  supervisors' 
performance  and  reviewing  evaluations  made  by  them  of  their  employees; 
making  selections  for  non-supervisory  positions  and  recommending  selections 
for  supervisory  positions;  hearing  group  grievances  and  serious  employee 
complaints  or  ones  not  resolved  at  a  lower  level;  reviewing  serious 
disciplinary  cases  (i.e.,  proposing  suspensions  and  removals)  and 
disciplinary  problems  involving  key  employees;  and,  as  needed,  consulting 
with  specialists  on  training  needs  and  deciding  on  training  problems 
related  to  the  Division's  mission.   Incumbent  must  employ  all  the  basic 
managerial  and  leadership  skills  needed  to  insure  proper  work  planning, 
scheduling,  operations  and  evaluation  as  well  as  insuring  proper  motivation, 
utilization  and  development  of  subordinates .   Duties  involve  the  supervision 
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and  coordination  of  a  variety  of  skills  and  disciplines  to  achieve  program 
balance  and  integration,  and  efficient  and  effective  utilization  of 
human  and  other  resources. 

IV.   Supervision  Received: 

Is  under  the  general  supervision  of  the  State  Director,  but  has  wide 
latitutde  for  operating  the  management  service  activites  and  programs 
in  the  State.   Is  expected  to  proceed  on  own  initiative  in  identifying 
improved  ways  and  means  of  carrying  out  the  functions  assigned  to  this 
staff.   In  general  functions  with  a  high  degree  of  independence  both 
technically  and  operationally.   Technical  guidance  normally  comes  from 
the  Washington  Office  and  Service  Centers.  Basic  guidelines  include 
laws,  regulations,  manual  procedures  and  instruction  memoranda. 
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VI.   UTILIZATION  OF  THE  ASSOCIATE  STATE  DIRECTOR  POSITION 


Utilization  of  the  Associate 

State  Director  Position 

VI.   How  the  Associate  Position  Should  be  Used. 

The  following  recommendations  on  the  use  of  the  associate  position 
are  based  on  several  field  studies  and  on  an  intensive  review  of 
relevant  management  literature: 

A.  The  associate  should  be  assigned  across-the-board  line  authority, 
second  only  to  that  of  the  state  director.   He  should  normally 
not  be  given  continuing  staff  responsibility  for  any  established 
major  activity  or  function.   He  may  be  assigned  line  and  staff 
responsibility  for  a  new  major  project,  or  for  a  new  and  rapidly 
developing  activity  or  function.   However,  if  the  project, 
activity,  or  function  is  a  continuing  one,  the  staff  part  of 

the  job  should  be  assigned  to  appropriate  staff  when  the  situation 
becomes  recognizably  recurrent  and  somewhat  stable. 

B.  There  must  be  a  reasonable  division  of  work  between  the  state 
director  and  associate  which  can  be  made  known  to,  and  which 

is  understandable  by  other  Bureau  personnel  --  and  which  should 
be  available  to  them  in  written  form.   In  theory,  the  associate 
should  be  responsible  across-the-board  in  the  absence  of  the 
State  Director.   In  practice  there  will  be  a  few  areas  where 
line  decisions  almost  invariably  are  deferred  for  the  return  of 
the  S.D.  except  in  cases  of  real  emergency.   Unfortunately, 
these  areas  may  not  be  equally  well-known  to  staff  and  district 
managers  and  this  can  create  confusion  and  resulting  inefficiency 
of  operation.   The  situation  becomes  even  more  confusing  when 
State  Director  and  Associate  are  both  available  and  a  division 
of  work  has  not  been  stated  clearly. 

C.  There  are  several  possible  ways  to  divide  the  work,  but  the  most 
practical  would  seem  to  be  for  the  State  Director  to  handle 
significant  policy  matters,  major  external  relationships,  establish- 
ment of  state  objectives,  important  organizational  relationship 
problems,  major  personnel  placement  actions,  and  critical  dis- 
ciplinary matters.   This  would  leave  the  bulk  of  the  more 
operational  matters  for  the  Associate  --  e.g.  planning  system 
implementation  and  operation,  inter-functional  coordination, 
programming  and  AWP  operation,  personnel  training  and  development, 
evaluation  system  operation,  etc.   The  key  factor  in  this  division 
of  work  seems  to  be  not  so  much  the  exact  way  the  work  is  divided 
as  in  making  certain  that  concerned  personnel  know  how  it  is 
divided.   This  latter  requires  careful  analysis  and  a  clear 
statement  in  writing  made  available  to  State  Office  and  district 
people. 
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